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ABSTRACT ^ 

"Classification Structures for Career Information" 
was created to provide Career -Information Delivery Systems (CIDS) 
staff with pertinent and useful occupational information arranged 
according to the Standard Occupational Classification (SOC) 
structure. Through this .publication, the National Occupational 
Information Coordinating Committee provides technical assistance to 
states t6 assist, them in converting their existing CIDS to a SOC 
structure. A secondary purpose of the publication is to provide 
counselors with' a compendium of occuitet ional information- compiled 
from a great variety of sources. The publication is organized in 
three volumes. This first volxime, divided into three parts, contains 
the 1980 Standard Occupational Classification (SOC) codes and titles 
in a four-level taxonomy. Subtitled "Occupational Statements," this 
volume is primarily designed for counselor/client use. It also 
contains information useful to people using the SOC to classify 
information obtained from surveys, preparing information for a CIDS, 
or for. other technical purposes. The Occupational Statements contain 
a brief guidance-oriented definition for each pf the 834 categories 
contained in the 1980 SOC. Each definiiioh is identified with both 
the SOC title and its code. In those casWs where a SOC category has 
been assigned Dictionary of Occupational /Titles (DOT) codes and 
titles, this additional information is included: sample ^work 
activities, hours of work, travel, and sample places of work. [This 
document contains part 1 of volume l—SOp , numbers 1099 (executive,, 
administrative, and managerial occupations) to 4490 (sales ' 
occupations).] (KC) ' - ' - 
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FOREWORD 



One of the major purposes of the National Occupational Information 
Coordinating Committee (NOICC) is to encourage the use of occupational 
information. This purpose, contained in the enabling legislation, 
states: **• • • labor market information, including career outlook 
and other appropriate , information required by youth in matching career 
desires with available and anticipated labor demand, shall be 
encouraged and supported by the National Occupational Information 
Coordinating Committee (NOICC)." 

NCICC's thrust to fulfill this mandate, beginning in I979, has been 
through the Career Information Delivery Systems (CIDS) competitive 
grant program. Since the beginning of the program, NOICC has 
encouraged these systems to use the Standard Occupational 
Classification (SOC) as the primary means for organ^izing the 
information contained in them. NOICC has established minimum 
-requirements for use of the SOC structure by State Occupational 
Information Coordinating Committees receiving CIDS grants in NOICC 
Administration memorandum no. 81-23. 

The SOC should prove to be an effective tool* linking information .on 
occupational outlook information with personal occupational desires 
referred to in the legislation. However, before the SOC could be 
effectively used in the CIDS, two preliminary tasks had to be 
completed: 1) relationships between the SOC B^f^ other existing data 
systems had to be established, and 2) the definitions published in the 
1980 edition of the SOC manual had to be expanded and rewritten for 
occupational guidance purposes. Fortunately much of the first task has 
already been completed through another NOICC project, the development 
of the publication Vocational Preparation and Occupations (VPO). This 
publication establishes linkages between currently used educational and 
occupational coding structures. 

To accomplish the second task, HOICC initiated a new project to modify 
the SOC definitions and organize the existing VPO crosswalks between 
classification, systems so they could be used for CIDS purposes. The 
results of this effort are published in this document, the 
Classification Structures for Career Information (CSCI) . 

This edition of Classification Structures for Career Information has 
been published as an interim edition* This was done because the short 
time available to complete thin effort did not permit a compreherrsive 
technical edit of the occupational statements. FurtheraK>re, there is a 
plan to convert the current educational classification codes contained 
in these tables to the new Classification of Instructional Programs in 



The NOICC staff feels that this interim edition incorporates the latest 
information concerning the Interrelationships of occupational and 
educational classification systems* This publication can serve as the 
primary source of information for CIDS information developers, 
counselors and other persons seeking information regarding to the world 
of work. 

This important work was completed through the efforts of a large nuipber 
of people and organizations. is our sincere hope that the 

Classification Structures for Career Information will be a useful 
document not only for the technicians of CIDS biit also for counselors 
and others who have a need for occupational information. 



RUSSELL B. FLANDERS 
Executive Director 
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I. INTRODUCTION . " . 

Background ^ . 

To carry out the legislatl^ve mandates contained in P^CTT^ 94-482 <the 
Education Amendmenta. of. 1976) t and P.L. ' 95-524, (the' Comprehensive 
Employment and. Training ^ct Aroendmentis of 1978) t ,NOICC*s ^Technical 
Steering Group adopted a number oC policie9. Among them (as published" 
in the Federal Register) is^ one'^whiqh adopts the Standat;^ Occupational 
Classification as NOICC*s overall bccupational' classification . system. 
The ^ SOC was designed to establish a standard goding system and nomen- 
clature for use in identifying, classifying' and codifying occupations. 
The . structure . of the SOC provides the CIDS with an organizinj^. scbeme 
that groups occupations with similar worlcer functions. This feature 
can be used expand the occupational choice or options of the CIDS 
user. ■ The feature also facilitates development * of the 'CIDS user's*^ 
understanding of the functional relationshipof among different 
occupations., 

"^he SOC structure also permits an expansion of titles available withiif^ 
a CIDS. There are 834 separate SOC titles. Most, of these are directly 
related to groups of Dictionary of Occupational Titles (DOT) codes. 
This means that the 834 SOC titles are matched yith 12,Q99 defined base 
DOT titles. . This arrangement enhances the selection of occupational 
titles appropriate for a particular State need. | ^ 

As presented in the 1980 SOC Manual, the SOC structure is composed of a 
four-level system: Division, Major Group, Minor Group and Unit Group. 
Each SOC grouping or category represents a collection of occupations 
which are sufficiently similar in their main tasks to l^e grouped under ' 
a common tittle. Fundamental to each SOC Division are the- various 
categories^. ^ These categories are arranged from general to 
.progressively more specific level of occupational ^detail. Because of 
this ^ structure, it is possible to aggregate or disaggregate categories 
under a particular SOC Division according to the level of detail 
required. ^ 

GiV^n the advantages of the SOC and the NOICC Policy, NOICC staff ^ 
approached the implementation of the SOC Policy in a developmental waV« 
It has^roceeded with the SOC implementation with as much interagency 
and field input as possible. To assess the impact of a Spc/CIDS 
requirement to ''use the SOC as a standard structure for the 
presentation of occupational information in CIDS*s funded under the 
CIDS Grant Program,**^ NOICC held a meeting with a variety of CIDS 
experts. These included representatives from n6icC*s statutory 
agencies, NOICC staff, nonprofit and commercial organizations, and the 
CIDS assistance/^taff from the National Governors* Associajtion . 
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The major conclusion of this -group was that the SOC definitions were 
not suit«ible for use in a CIDS. Their review of th* SOC indicated that 
-^dre details about worker functions were needed to fa<;ilitate, us of SOC^ 

definitions in a CIDS. 

-. > ■ ^ ■. ■ 

The gfroup advised NOICC that all CIDS would have the same probleni. 
Therefore, they recommended that NOICC should sponsor a project to 
modi^y^ or convert the existing definitions for use in CIDS. To avoid 
potenti|al dujftication of effort among thf CIDS grantees and to fulfill 
Another NOICC mandate tp establish standard ^definitions, NOICC initated 
a Special Purpose .Grant with the Wisconsin SOICC' The end products of 
this project are t^is publication and a computer tape. Ir\ July 1980« a 
project task force was convened by NOICC for the purpose of 

' establishing criteria and guidelines for the development of the 
guidance-based definijbions. ' This task f6rce was comprised of 
representatives from career information delivery systems, occupational 
information poordinatihg comrorittees, professional educators, 

Representatives from various federal agencies, and NOICC staff. (The 
task force membership is included ^ini the AckngMledgment. ) The^ specific 
charge' of this task fierce was to develop the parameters for the. 
definitions contained in Volume I and to recommenj procedures to 
ifeveloi^ composite attribute ^nd classification coding for the various 
SOC groups contained in Volume II. ^ 9 

Definition development recommendations of the task force included the 
. following: . , * 

. , - - 0 ' 

1 . A general description of no more than 5H0 characters should be 
developed for each occupational group and should focus upon ^the 
activities included under the specific DOT- titles, within the' 
group; p . ' . 

2. A section of sample^ Work activities from representative DOT 
titles within each occupational group should be Included; 

^ 3, A statement cover j.ng the hours* of work and travel 
^ requirements, if any, for the occupational titles within the group 
should be dev^lope^; \ ^ 

t i ■. ^ -, .• 

4. Typical places of employment should be listed. Adcfitionally, 
the definitioni^were to be written for a 6tti to' 8th grade reading 
level. However, the ^ask force? was unable to agreed upon specific 
methodology to be used in '^measuring the readability of the 
^ ^ definit^ibns. ^ « • * 
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The task force recommendations for developing the composite attributes 
were difficult to fulfill. Consider^ation had to be given to a "variety 
of factors: what other class! fj|r<^tion systems should be related and , 
aggregated for each SOC group; which variables describing worker 
traits, interests, and aptitudes, etc., should be included; and * how 
should the aggregation and compilatict! be completed. The tables 
contained in this publication were designed to carry out the Intent if \ 
not the letter o^ the task force recommendations. 

Purpose 

^ The primary purpose of this publication is to provide CIDS staff with 
pertineht and useful occupational information arranged according 
• Standard Occupational Classification (SOC) structure. Thfoug^ this 
publication NOICC is providing .technical assistance to states to assist 
them in converting their existing CIDS to a SOC structure. A secondary 
purpose for this publication is to provide counselors with a compendium 
of occupational information compiled' from a great variety of spurces. 
This publication compiles all of the background information used in 
preparing the Dictionary of Occupational Titles (DOT) as well as 
numerous other occupational and educational codes into one source 
document. This feature should save a researcher or informatioo 
developer an enormous amount of time. 



Organization of The Volumes 

Because of the vast amount of detailed information ^ contained in the 
entire Classification Structures for Career Information , it was 
necessary to publish it in sepdt;ate volumes. 

The first volume, divided into three parts, contains the 1980 Standard 
Occupational Classification (SOC) codes and titles as welloas the new 
guidance«-oriented definitions. Other selected information reflective 
of the graup of individual occupations assigned to a particular SOC; 
code or category has been provided also. The first volume of the 

Classification Structures for Career Information is subtitled 

'tOccupational Statements. ** 

The second volume is subtitled "Occupational Characteristics. ** This 
volume contains technical information about the individual occupations 
assigned to each SOC category. Each SOC category is identified along 
with all of its assigned DOT codes and other crosswalk codes. This 
second volume is divided into four parts. 

A ' third volume also has been compiled. It is subtitled 
'^Technical Information.* * Tlfjlis volume contains detailed explanations of 
the DOT occupational characteristics codes, a description of the 
various occupational and educational classification systems suggested 
uses for the enMire publication, and a brief glossary of terms and a 
bibliography. \ 
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II. ORIENTATION TO THE CSCI 



Orientation to the Standard Occupational Classification 
] " ^ ^ 

Before proceeding with a detailed explanation of the tables contained 
in both the Occupational Statements volume and the Occupational 
Characteristif^ volume « a brief review of the SOC structure is in 
order. As explained in the "^Backgroufid** section of this publication « 
^the SOC is a four-level classification \ system. Beginning with the 
DIVISION, the least detailed and broadest category* the levels descend 
through the MAJOR GROUP and M1;N0R GROUP to\the most ispecific level of 
detail, the UNIT GROUP. A SOC category that has DOT codes assigned to 
it Is at the most specific level of detail, v " 

Not every SOC level has DOT codes assigned to it. Th€re are nOvJ)0T 
assignments made at the Division level. Within a Divisiont DOT 
assignments are made in a category when that category is at the finest 
level of detail. On a few occasions* there are DOT codes assigned to 
one of the Major Groups within a particular Division and. in this 
instance 9 there are no further levels~Minor Groups or Unit 
Groups — below this particular Major Group. ^ Again, this is because this 
Kajor Group is at the most specific level of detail. ' 

As stated, the 1980 SOC is a fpur-leyel taxondny. There are SOC codes 
assigned to, the various Major Groups, Minor Groups and Unit Groups. 
The Division is not coded. An example of this is: 

Division....... (No Cocte) Social Scientists, Social Workers, Religious 

V Workers and Lawyers 

Major Group. ....... 19 Social Scientists and Urban Planners 

Minor Group 191 Social Scientists 

Unit Group 1912 Economist 

1913 Historians 

1914 Politicafc^Scientists 
, ^ 1915 Psychologists 

1916 Sociologists 

1919 Social Scientists, Not Elsewhere Classified. 

In this example, DOT codes are assigned to the Unit Groups because they 
are the finest level of detail* Bedause most Qpcupational groups are 
broken down to this level of detail, DOT titles are most frequently 
assigned to %he Unit Group level. 

By contrast, however, SOC code 192, ''Urban and Regional Planners,** is 
and example of a 3-digit category being the finest level of detail. 
Thiis, DOT codes are assigned to the Minor Group in this case. 

The SOC code structure also leaves numerical gaps# For example, a 
numerical giap exists between-.^Unit Group 1916 and the next group, 1919* 
The purpose of these gaps is to provide room for future expansion or 
revisions to the coding structure. 

13 . 
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With t^is background t it can be seen that there would be a problem in 
using the SOC code structure (as it is published) with a computer 
assisted CIDS. One of the problems stems from the uncoded Divisions. 
To resolve this problem, a four-^igit code was assigned to each 
Division ta permit the Division category to be used for career 
information searching purposes. Unfortunately this code " is out of 
numeric sequence with the other categories contained within the 
Division. 

For instance, in the example previously given, the Division, **Social 
Scientists, Social Workers, Religious Workers and Lawyer s,'« is coded- 
1899 while the rest of tAie Division categories (Major Groups, Minor 
Groups and Unit Groups) all begin with 19*^ This numbering system works 
for use in a computer search strategy. An explanation of . hdw ^ this 
coding was accomplished and how it can be used for CIDS purposes in the 
Technical - Information Volume . of , the 

Classification Structures for Career Information. 



Organization of the Occupational Statements 

While primarily designed for cOunselor/client use, this volume contains 
information useful to peopXe using the SOC to classify information 
obtained frow surveys, preparing information for a CIDS, or for other 
technical purposes. The Occupational Statements contain a brief 
guldance^riented definition for each of the 83^ categories contained 
in the 1980 SOC. Each definition is identified with both the SOC title 
and its ^ode. 

T- 

In those cases where a SOC category has been assigned DOT codes and 
titles, additional information has been prepared. This information 
includes: Sample Work Activities, Hours of Worlc and Travel, and Sample 
Places of Work. Again it is important to note that unless there have 
been DOT codes and titles assigned, there will be only a SOC code, 
title, and the guidance-*oriented definition. Additional occupational 
information was not developed unless DOT titles were directly assigned 
to a SOC category. 

Organization of the Occupational Characteristics 

The Occupational Characteristics Tables of the Classification 
Structures for Career Information contain technical information about 
the individual occupations assigned to each SOC category. This volume 
is designed primarily for technicians who prepare information for a 
CIDS. Other professionals working with occupational information may 
find this publication useful. The Occupational Characteristics volume 
contains only the guidance-oriented, descriptive statements listed in 
the other volume of the CSCI* Therefore its user may want to work with 
both volumes to obtain the full benefit of the comprehensive 
occupational information or^dnized by SOC codes. 



; There is a table for each SOC category that has a DOT code assigned to 
it. Each table contains, in its heaclingt the SOC code title, the short 
guidance^oriented definition, and the number of assigned I)OT titles, 
the rest of the table is divided into two parts, the Composite 
Classification Tables and a listing of DOT titles and related attribute 
codes. 

The Composite Classification Tables provide the reader with an overview 

or summary of* 'the characteristics associated with the DOT titles - 

assigned to the SOC code. These tables are actually a series of 

charts* There are two kinds of information in these charts charts for 

each DOT characteristic. One type of information is the numerical 

frequency rate; the other type is the percent of times^that a specific 

characteristic occurs within the entire group of DOT titles assigned to 

the SOC code. 

The second part of this table contains a listing of each DOT code and / ^ 
title assigned to the particular SOC code. The various occupational 
characteristic codes, as well as other related dccupational and 
educational classification codes, are displayed in this part of the 
table. Most of the headings for this part of the table ..have been 
abbreviated and double-^stacked in the data columns to conserve space.' 
The double-stacked columns of data contain two listings, one listed 
over the other. Foir instance, the Guide to Occupation^ Exploration 
(GOE) code for a particular DOT titi^e is listed over the U.S. Office 
of Education vocational program code where appropriate. Complete 
explanations for each of the codes listed in these tables are provided 

in Volume III, Technicil Information • of the 

Classification Structures for Career Information. 
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Ill, USE OF VOLUME I OF THE CSCI FOR GUIDANCE PURPOSES 



Overview 

Volune I can be used as a guidance version of the Standard Occupational 
Classification (SOC), It is intended for use by professional and 
paraprofessional guidance persons and, under supervision, by^ students 
and others in the process of making a career plan. Its purpose is to 
provide readable descriptions about meaningful groups of occupational 
title^i. 

Two companion volumes. Occupational Characteristics and Technical 
Information are intended for professional educators, developmental 
specialists and others whose primary objectives necessitate greater 
understfifnding of the SOC or whose responsibilities include setting up 
and/or maintaining a career information system or career materials. 



Utilization 

The world of work is extremely complex. At its most basic level, it 
consists of specific Jobs occupied by individual citizens. In some 
respect, each Job is unique, even Jobs with the same title at the same 
establishment. Since there are almost 100 million people- employed in 
the United States, describing each Job sepatately would be impossible. 

Over the years, various methods, have been devised to group Jobs 
together so that more than one Job could be described at a time. 
Generally, at' some level, several Jobs grouped together are called an 
occupation. For example, "real estate agent" can refer to the specific 
Job of an individual, Frank, who lists and sells lake property for a 
particular agency; or, it can refer to the occupation involved with 
buying and selling property. As such, the occupation title, then, 
becomes a very convenient way to talk about similar work of many 
people. 

However, people do so many, things that an extremely large number of 
titles are needed to describe them - over 12,000 are listed in the 
Dictionary of Occupational Titles (DOT) aloifie. This number is still 
too large to be very useful for pepple trying to get an overview of the 
world of work. As a consequence, the Standard Occupational 
Classification (SOC) was developed to group similar occupational titles 
in the DOT together. 

The SOC puts together occupatioris according to function - that 'is, 
according to the ^r^sence of commons Job duties oc; actions. As such, it 
provides a meanljjigful way for people planning their future to 
understand the various alternatives open to them. Each SOC title 
consists of a group of functionally similar titles. ^The titles are 
those contained in the DOT, mentioned previously. 



[Jib of this volume is quite simple*. The numeric index which follows 
this introduction can be used to identify possible occupational titles 
of interest • Reading the information about these titles will provide a 
wealth of detail on various occupational options. The numbering system 
can be employed to locate related jobs. A description of the 
numberingsystem follows. 



Numberini System 

Following this introduction is a list of the occupational groups in the, 
SOC. The list is in numeric order. The numbers assigned to each 
occupational group have meaning. Previously, it was noted that real 
estate agent is an occupational title for- those who buy and sell 
property for others. Buying and selling is, however, a function which 
can b& identified in many jobs - for example, the person who duys and 
sells stocks for others in the stock njarket. Jobs whlch^involve^ 
and selling are closer in function than, for example, a real estate 
agent and a social worker whose functioa^is to help other people deal 
with the social structure. Thus, the function of occupations can be 
described by their similarities or differences. SOC's numeric 
structure is determined by and r^f lecta these__ similarities _or 
differences. 

The number for an occupational group is read from left to right. Eacff 
group has a two-digit (41), three-digit (412), or four-digit (4123) 
number. If the first two digits of two titles are the same, then the 
title is in the^ same Major Group (i.e., 412 and 413) • If the first 
ihtke digits are the same, the titles are in the same minor group 
(i.e., 4122 and 4123). Each four-digit title Is unique, but is part of 
a major group and a minor group. For example; 

41 INSURANCE, SECURITIES, REAL ESTATE AND BUSINESS SERVICES 

412 INSURANCE, REAL ESTATE, AND SECURITIES SALES OCCUPATIONS 

4122 Insurance Sales Occupations 

4123 Real Estate Sales Occupations 

4124 Securities and Frnancial Services Sales Occupations — ^ 

As this example illustrates, the SOC is numbered so that the titles are 
grouped by similarity of function. This grouping makes the SOC useful 
in identifying and reading about the variety of ooQupational groups 
which might be of interest to an individual. 



For ' each title, this book contains a general description of ttfe work 
activities of people in jobs in a related occupational ffoup^ At the 
lowest level in the numeric classification^ it also contains a sample 
of specific activitiea, a statement on hours of work and on the type of 
travel, and a lir;; of the places wher« work is performed. 
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Understanding the General Titles 



ERIC 



In many cases, general titles are used to describe activities conmon to 
many occupations. Examples include "Operations / Manager** and 
''Supervisor.'* It 48 helpful to know what these general titles mean to 
better understand the SOC. 



1. Manager, General A person in this type of occupation has a 
great deal of responsibility for the success or failure of the 
business or agency in reaching its objectives. A person at this 
level would, typically, work directly for the top person and muli 
have most other people working under him or her. This person 
generally lays out the broad goals of the |i>usiness or agency which 
are to"^ be achieved through the activities of others. Typically, 
those responsible for day-*to<-<iay activities of an organization 
answer to the General Manager. \ 

2. Manager, Operations - A person in thiji^typl of occupation is 
also responsible for a broad r^nge^of a^^^^ However, the 
Operations Manager and l^he-Geheral Manag^er are differentiated in 
that the ^er^ti^s^^ H^ is primarily responsible for ensuring 
that^ of others are completed in an efficient and 
effective manner. Typically, the Operations Manager will have 
others at a supervisory level working for him o^^her. 

3. Manager-Supervisor and Supervisor - Persons in these types of 
occupations typically are responsible for ensuring that the 
activities of the workers in an organization or agency are carried 
out efficiently and effectively. They are responsible for 
ensuring that the activities achieve the goals of the operation. 
The major difference betweei^ the Manager-^Supervisor and the 
Supervisor is the type of organization in which they work. 
Typically, Manager-Supervisors work in orgaizations which deal 
directly with the public in a service capacity or provide service 
to other organizations> businesses, etc. In contrast. Supervisors 
typically work in organizations involved with the production of 
goods or materials. ' 

4. Inspector - An individual in this type of occupation typically 
performs activities designed to ensure that the products or 
services of anr organ_izatlon_ meet established guidelines for 
quality, safety, or other standards. 



5. Working Proprietor - A person in this type of occupation 
typically works in a small organization. As such, the Working 
Proprietor typically performs many or all of the activities 
described under the General Manager, Operations Manager and 
Manager- Supervisor and Supervisor. « 

6. Consultant - A person in this type of occupation is usually an 
individual with a high degree of expertise in a particular area. 
Since individuals with such high expertise are not usually 
required on a day-to«-day basis, organizations often hire such 
individuals for the short tern to help them resolve a particular 
problem or concern* Consultants perform a variety of activities 
depending on their'^partlcular area of expertise* 
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1099 EXECUTIVE* ADHINISTRATIVE* AND HANA6ERIAL OCCUPATIONS 

Workers in executive » adiinistralive* and manaSerial occupations plan and direct the operations 
of businesses* industries* institutions* and SovernMnt* Thea exa»ine inforwation and 
cofwiitions* determine the best plan to Make needed changes* and i«pl«iient these Plans. Thea 
naa enact or enforce laws* policies* rules* regulations* and codes, Thea hire sta^r and 
delegate res'ponsibilita for the'work to be done or the Soals thea set. 



11 OFFICIALS AND ADMINISTRATORS* PUBlji^BHtfifSTRATION 



These workers plan policies ani^di^iJc^ctivlties in Soverniient and aoverrment sdencirfts, Thea 
Ada be elected ^f4e«l5> such as iMisUiorsf or chief executives who coordinate ^ov^rriftent 
activiii«^"^iJtfiers head agencies that collect, taxesf enforce re^ujlationsf protect natural 
-^^rcesTor Pla^ Officials and administrators aPPoint staff ^ plan end 

administer policies* supervise activities? prepare budgets? propose laws and redulationst 



111 LEGISLATORS 

Legislators are lawnakerst They are public eiriploaees elected to serve in dovernind bodies such 
as city councils? state legislatures? or the United States Congress* They learn what the 
public wants or ne^ds? write bills proposing changes in the la.w? and vote to pass oills into 
law« They investigate matters of public concern that midht affect the law or cause a new law 
to be written* 

SAMPLE WORK ACTIVITIES 

» * 

♦ determine what laws will benefit the • keep voters informed of activities x 
public 3rid legislation . . ^ ^ ( 

. listen to voters? lobbyists? and • review court decisions? understand - ^ 

other lawmakers to determine what laws constitutionality of laws 



should be passed - \ 
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112 CHIEF EXECUTIVES AND GENERAL ADMINISTRATORS 
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These people are in charge of state or local aoverrments. Soirie work as elected officials to 
Plan and aduinister the policies and activities of a state Sovernnent. Others direct a cita or 
courta aoverniient* following policies set ba local elected officials. Thea appoint. departaent 
heads and staffs and prepare aearla budSets and plans. Thea supervise the. activities of 
departments that collect taxes* enforce laws* and Provide health ^nd^other serv^^ces. Thea also 
propose laws and regulations. - 

sample" UORK ACTIVITIES 

- Plan and administer the policies and activities of a state Government as a GOVERNOR or 

LIEUTENANT GOVERNOR ...... ^ ^ * . MAvnD nn ptty 

- Direct and coordinate the administration of a city or county Government as a nAYOR or CITY 

HANA6ER 

- Appoint department heads and staffs as provided by State laws or local ordinances . 

- Supervise the activities of departments that collect taxes? enforce laws? provide health 
services? build public works? and buy eouipment and supplies 

- Prepare yearly budgets , , ' 

- Plan for the future ^development of city and rural areas 
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HOURS OF UORK/TRAVEL 




- These Jobs iia^:* require evening f weekendi and overtime wofKi ^ ' 

- Spie of these Jobs may reaui re travel and tim©vS?^^ sway fro» hone* <$ 



SAMPLE PLACES OF UORK 



- State ^overnnerits 

- Cityy tounr or county ^overnirients 



. . . J 

113 OFFICIALS AND ADMINISTRATORS » GOVERNMENT^ AGENCIES 

Workers in these occupations direct ^overn»ent agencies* They aay direct pro^ramis of agencies 
concerned with such thinsis as Justice and public safety » hijiftan or natural resources 
deyelopnentf taxationr or urban and rural development* Important responsibilities for agency 
adWinistraiors include directing staff f interpreting policiesi enforcing rulesi and preparing 
budgets or reports* - ~ — 



1131 JUDICIAL f PUBLIC SAFETY r AND CORRECTIONS ADMINISTRATORS 

These people direct programs that promote Justice? public safetyi and order* They cfirect 
activities in such places as police and fire departiientsf public safety a^enciesi and prisons* 
An important part af their work consists of directing staff » interpreting policies? enforcing 
rulesf and preparing budgets and reports* 



SAMPLE UORK ACTIVITIES 



Teach paid and volunteer workers how to handle disasters such e$ floodsi firesi^^d bombing 
attacks 

Decide how public safety shelters should be marked and stocked . 

Speak to campersi youth SrouPsi and hunters to promote the safe use of fire in forest areas 

Direct s work proslram in a prison 

Look into complaints made by inmates in a prison 

Plan and direct highway safety campaislns ^ t 

Enforce laws and regulations that affect a city fire department - ^ • ^ ^ ^ 

Issue instructions to harbor police about water-traff ic control f public safety? and theft 

prevention. - - i 

Prepare and administer budgets , ^ ^ 

Decide who should be promoted? fired? or tfahsf erred 



HOURS OF WORK/TRAVEL 

Most of these Jobs involve a standard 35-40 hour 'work week* Occasional: evenJLn^ work and 
travel may be reouired in some Jobs* 



SAMPLE PLACES OF UORK 



Fire departments 

Police departments 

Sheriff departments 

Safety councils 

City Jails I 

Federal and state prisons 

Other federal 9 state and local 
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Government agencies 
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1132 HUMAN RESOURCES PROGRAM ADMINISTRATORS 



People in these Jobs plsni organize i and direct programs that provide public services ^for 
people^ Th^ss Pro^ra^s ^offer services in such areas as eiiiPloyRent and ^ 
recrestion» welfaret consumer affairs? and a^in^* An important part of these AUMINISTRATORS 
work consists of directing staff? interpreting policies? enforcing rules? and preparing bua^ets 
and reports • . ' - 



SAMPLE UORK ACTIVITIES 

- Plan surveys to aet infor»ation about eihployRient in a state 
-Direct workers who prepare and send out health information materials 

- Prepare reports about diseases and their causes 

- Plan? promote? 3nd organize public recreation services ^ 

- Review requests fqr training programs ^ _ 

- S^t UP a statewide arts and humanities councii 

- Prepare the budget for a local welfare program • . ^ 

- Prepare cind 3ive out information about the problenis of older peopre 
T Prepare and administer budgets ^. ' . * ^ 

- Decide who should be promoted? fired? or transferred 



HOURS OF WORK/TRAVEL 

Most of these Jobs involve a standard 35-40 hour work w^ek. .Occasional evening and overtime 
work may be reouired in some Jobs*** ... ^. _, * x« 

Many of these Jobs require some travel to attend meetings and conferences? or to make 

inspections* 



SAMPLE PLACES OF UORK 



- Federal? state? and 1 oca L Government agencies? including 



I Human relations agencies 

• Public health agencies 

• Consumer protection agencies 

• Social services agencies 



Agencies on aging 
Recreation department5 
Welfare agencies 



^ 1133 NATURAL RESOURCES PROGRAM ADMINISTRATORS 

These people are in charge of programs and agencies that preserver manage? and restore our 
natural resources. Some of their work includes managing ^public parks and, fish and wildlife 
preserves. Their duties also include directing staff? interpreting policies? enforcing rules? 
and preparing budgets and reports. 
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.SAMPLE WORK ACTIVITIES , ^ 

- Ch^v^e the length of the fishing season? based on changes i*j fish populations 

- Talk^th mining company officials to promote conservation of resources 

- Hire? ifain? and supervise park rangers . / . 

- Speak to visitors and civic grouPsnibout park rules and facilities 

- Plan program^ to correct water pollution and silting of streams 

- Prepare budget estimates for federal. projects 

- Keep records of hunting accidents and drownings 

- Decide who should be promoted? fired? or transferred 
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HOURS OF UORK/TRAUEL 



Host of thesf Jobs involve 3 stsnddrd 35-40 hour work week* Occdsionsl evening snd overtifne 
work^ihsy be reauiredf 

Some of these Jobs n\a\^* reouire travel to attend i^eetinsis and slive tdlksf or to fftdke 
inspections* 



SAHPLE PLACES OF UORK 

- State and federal dovernnent a^encie^ includinsli 

• State and national parks 

• Fish and wildlife asiencies 

* Resource management asiencies 

* Environmental protection asiencies 



1134 RURAL f URB AH f AND COHHUNITY DEU^ELOPHENT PR06RAH ADMINISTRATORS 

These people direct prosirams or asiencies concerned with Plannirrt3> aanasiinsif and developing city 
and rural areas* They work in such areas as housinsif road buildinsir waste disposals and urban 
renewal* Their duties often include dathefinsi and studyinsi informationr preparinsi budgets and 
news releases r and speaking to various Groups* They also direct staff work and prepare 
reports* ^ 

SAMPLE MORK ACTIVITIES 

r Review highway and bridsie plansr contractsf and cost estimates for accuracy ^ 
Attend city council meetings to p resent 'ttiyuddets and plans for* public work^ projects 

- Prepare plans for the construction of medical buildings 1 

" Study housing projects to see how well they serve the needs of the people who li^e in then 

- Help people whose houses are condemned find new places to live | I 

- Prepare notices or press releases t^ let people know about changes ipr sanitdtionT rules' 

- Speak at meetings with realtors and citizens to tell them where new streeti^ iwill be put* 

- Prepare and administer budgets ^ V 

- Decide who should be promoted^ firedf and transfeirred* \ 

HOURS OF WORK/TRAVEL ^ / 

- These Jobs sienersllu involve 3 standard 35-40 hour work week* However* s^fte evening or 

§vertiike work mav occssionsllu b§ rectuired 
o*e of these Jobs *3u reouire travel to attend neetin^sr siive tslk^* and make inspections* 



SAHPLE PLACES OF UORK 



Federal* state and local ^overnkent asiencies that deal with housinsir transportstlorir- or 
•ediqal facilities 
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1133 WBllC FiNMipE. MXftnqtl. «ND OTHER NOtlETARV PROBRMl OWtWISTRATORS 



holdf and oistribute Tunos* iney aire^^ inhc. ♦hoir uarV ksh ran^e from 

also direct staff work and prepare reports ♦ 

' ■ • 

SAHPLE UORK AeilVITIES 

- Recorfcwend changes in vehicle and driver license laws , 

- Send out tax inforination to the public 

- Prepares reviewr and subnit reports of a customs district 

- pprnupnrf thp hirih^f proiRotionf and transfer of stafT ^ ^ 

: S^^^^^^^^ — ; 

- Schedule and hold meetil^^s to resolve tax violations 

- Interpret tax laws for staff , 

- Prfepare and administer, budgets / -.^^#««««r< 

- Decide who should be promoted? /fired* or transferred 

- HOURS OF WORK/TRAVEL 

-These Jobs general 1« involve 3 standard 35-40 hour ^ork week. However, soB.e eveninS or 

overtime work nay occasionally b6 reauiredi j .^^ti^^. 

- loie of these Jobs ..ay reauire occasional travel to attend »^etinas. 

* u ' . ■ 

SAMPLE PLACES OF WORK • . 

/ 

- Federal, state, and' local aovernnent agencies that deal with public finances or taxation 



1139 OFFICIALS AND ADMINISTRATORS, PUBLIC ADMINISTRATION, N.E.C. 
These people direct aoverniient agencies or departments that enforce aoverniser t rules and 

lettersf collecting datai and supeirvisina staff* 

SAMPLE WORK ACTIVITIES , ' 
"-Dire'ct workers in setting .up contjracts with instilutions that do research for a Federal , 
- EnfS5?e laws, reaulations, and policies in a State or Nation?! park ^ 



eauipirient 



HOURS OF HORK/TRAVEL 



^ ^ Many af these jobs reouire travel to attend meetin^Sf collect inforihation> iiive talks? and 

conduct inspections* Some workers tr?ve La ^reat deal and may spend days^or weeks away Wom 
hoiet ^ 

SAMPLE PLACES OF WORK V 
- Federal? State? and Loc8l aoverniient agencies 



' 12-13 OFFICIALS AND ADMINISTRATORS » OTHER 

These workers Plan and direct the activities and operations of businesses and industries* 
educational institutions » and service organizations. They establish 3o3ls» policies » and 
procedures. They o\>ersee personnel and Plan budaets. They study laws and regulations to 
insure confomance as well as write reports and confer with higher »anaae»ent and subordinates. 
They handle problems t*ith operati^nsr staff? clients? or cuStoi»e/s« 

- 

121^ GENERAL MANAGERS AND OTHER TOP EXECUTIVES 

These people work as the heads of businesses? firms? agencies? and other orflanizations. They 
often are appointed. They plan? organize? direct? and control the »3Jor functions of the 
organization? through departmental managers and other executives? whom they ^ir®<^tAn,,IS??nM!i 
Bniiniae anri dnalo plan budgets? and select staff. These jobs include! EDUCATIONAL 
INSTITUTION PRESIDENT? fflsPITALADMINfsTRATORfDEPAR^^^ STORE MANAGER? FINANCIAL INSTITUTION 
PRESIDENT? and other top maneaement positions. % 

' ■ ■ ■ % 

SAMPLE MORK ACTIVITIES 

- Uork with a Sovernina board to beain proarams for opetatina 3 college cawpus 

- Talk with civic aroups to promote educational research _^ ^ . . •/ 

- Set procedures? rules? and standards for the faculty and staff of a university , 

- Administer a cify or county public school system ... ' 

- Submit Plans for educational programs to a school board for approval 

- Direct the preparation of A school system budget 

- Interpret school system policies to school personnel o 
^ Form .policies aftd programs for a transportation system . ^ ^. , 

- Plan and direct the scheduling? dispatching?, and licensing of vehicles ^ . - 

- Study ^nd recommend cost control measures to help a larae firm save money - ^ ^ 

- Select staff and assifin them to supervisory positions . ^ . 

- Set pricing policies for the sale of Soods by a^ department store . ^ ,^ h ' 

- Direct the bveriill work of purchasing? credit? and accounting departments m b lar^e store 

- Plan? develop? and direct the financial policies and practices of a bank or trust company , 

- Conduct staff meetinfis . ' . w , ^ mm- 

- Direct the buyinM and selling of securities in a brokerage office 

- Direct an entire hospital ^ . 

- Direct and coordinate the activities of an industrial firm . 

- Review sales reports to decide if changes in programs or operations ar^ re«uired 

- Set Pojicies and aoals for a business firm 



HOURS OF WORK/tRAVEL^ 

(No Information) » c 
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SAMPLE PLACES. OF WORK 

•State college and university sysleis ' - 
City and county school systems 

Private educational institutions ^ . x i ' 

Motor transportation systensr includinsi bus and truckifisl conpanies 

Department stores and other larsle retail trade stores; . ^ 

Financial ihstitutions» includinsi banksf savings and' i loan associations* trust coipanies» 

Morti^a^e banking conpaniesr and finance companies 

Hospitals and other larsle health care facilities 

Industrial firms .^ , ^ 

Business companies ' * 

Government agencies 



122 FINANCIAL HANAfERS 



a^If 



FINANCIAL MANAGERS are in charsle of departments that handle money earned and spent oy companies 
or .Sovernmerit aslencies* They help companies and sslencies use tneTr money wisely* Generallyi^ 
thetr work duties include interpreting financial policies and lawsf directinsl staff y and 
prepariniS financial reports* 

sample' WORK ACTIVITIES * 

- Direct the buyinsi and sellinsi of stocks and bonds ^ ^ 

- Decide Whether to approve reQuesi^f ^or loans or credit cards 

- Sisln-^leslal contracts to buy and sell real estate ^ ' w x I xu\ i=.4« 

- Look at computer printouts and statistical charts to find credit ^ccourfts that are late in 
beinsi paid _ \ ^ 

- Plan ways to lower costs and increase the earninsis of a company \ ' 

- Study tax laws to see how a company can best niake use of tax deductions 

- Prepare financial reports for manasiement \ 



HOURS OF UORK/TRAVEL 

\ 

FINANCIAL MANAGERS slenerally have a standard 35-40 hour work week/ 
Some Jobs may require travel to attend meetinsls and some overtime work* 



SAMPLE PLACES OF WORK 



- Credit card companies 

Insurance companies .... x. x i_ _ii 

- Banksf savinsis and loan companies* credit unions* and other businesses that . handle or ^ive 
advice about money and stocks , \ x,_ 

- Any company that has a department to handle money earned and spent b« the company 

- Federal and state Government aslencies 



123 PERSONNEL AND LABOR RELATIONS HANAGERS 

These people manage p.roslrams concerned with the employment and treatment of workers* They set 
company policy on the employment* pay* and traininsi of workers* They see to it that workers 
are informed of their employment ri^htt and benefits* Some plan and direct employee relations* 
benefits* training* or staff development programs* Some manage a company safety* insurance* or 
pension program* Some direct a personnel office* These workers supervise staff* keep records* 
and compile management and siovernment reports* 
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SAMPLE WORK ACTIVITIES ^ - 

- Direct an industrisl reldiions proaraiD for an organization 

» Set Policl.es on enplo^i/Aenty PB^^f and State laws 

eiiplo«:<ee relations " ♦ Prepare^orecasts of future^ 

# Write ^0 department nanaaers to enployinent needs . 
advise thei of coi»pany policiefs ^ ♦ Explain industrial relations ' * 

» Develop new ua^e and ^alar«:< plans policies 3^.:^ practices to ^overniftecit 

# Consult with le^al staff to make officials /' ^ 
sure that policies »eet Federal and » 

- Hanade an e»ploMe benefit proarai* for a coffipany 

# See that workers are informed of • Direct clerical workf such as the 

c. benefit pro^ra»Sf such as insurance updating or records and the processing 

plansf paid tii»e offf and bonus pay of insurance claims 

- Plan and direct a worker training and staff developnient tf^roSran for an agency or business 

» Talk with managers to determine a » Develop training manuals 

company's training neAls • Train instructors in effective 

» Set trainilnd ^policies and schedules " training techniques 

~ Manage the employment activities of a business or agency . 

# Plan and direct the activities of 
workers who interview^ test? and 
screen Job applicants / 

» Keep records and compile reports on ^ 
employment activities 

- Plan and direct the risk and insurance programs of & firm 

» Measure the financial impact of risk carriers for a company 

to a company » Manage a company ^roup life 

# Select insurance brokers and „ insurance or pension program 



HOURS OF WORK/TRAVEL ^ 

Generallyf these HANA6ERS work a standard 35-40 hour week during regular office hours. 



SAMPLE PLACES OF WORK 



-Any business or company 

- Federal f Statelf and Local Governments 

- Military services 



124 PURCHASI(j6 MANAGERS 

... " • 

• * . 

PURCHASING <MA1mA6ERS plan and coordinate buying activities for a store or company* They 
^supervise the work of buyersf ♦ purchasing officers> and other worker^ who order and buy 
materials! products^ or services needed by the store or company* These items may be. needed for 
operations in a business or as merchandise to be resold in a store* PURCHASING MANAGERS also 
review purchase orders and reouestsf decide the amount of Goods to be stockedf set prices for 
Goods y Und set up contracts with supply houses* 



SAMPLE WORK .ACTIMITIES 



- Review purchase order claims and contracts to see if they meet company policy ^ 

- Approve or ref usp^reouests for supplies • 

O Decide the amojun)^ of Goods t& be stocked u 
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Fiacire out what to do with leftover aoods *■ . 

Set the 'price 6f aoods to »8ke sure there is a profit 

Heet with other workers to plan sales proara»s , • « ^ »..«n«« 
Set UP contracts with supply houses and wholesalers for eouipwent and supplies 
Set UP rules and procedures to iiprove the way that an office runs 

HOURS OF HORK/TRAVEL 

These Jobs Generally involve a standard 35-40 hour work week* 
Sone Jobs tav reouire soKe bu^ind trips and overtine* 

SAHPLE PLACES OF WORK ( 

Shiplines ' . ^ t. . ui • 

Companies that sell products^ servicesr or naterials to storesf businessesf or the public 
Industries that »ust buy larae a«unts of raw materials or supplies 



125 MANAGERS? HARKETINGf ADVERTISINGf AND PUBLIC RELATIONS 

People in these Jobs nanade MrketinSi salesf advertisingf or public ^^fl^^SUL^f^f '^^S^^^.i^ 
businesses and other oraanizations. Thea develop policies and pro^raws for promoting the sale 
of a firm's products or services* They planf oraanize? and direct departmental activities? 
trainf superviler and evaluate staff} and deal with business and other ^;;our5 to sales. 
They study sales records and prepare progress reports* They may plan and direct advertising or 
sales campaigns* 

SAHPLE WORK ACTIVITIES 

- Hanade the sales activities of a business 

- Plan sales policies and programs ^ . , 

- Direct workers who prepare sales materials 

- Train service representatives , * * 

- Establish sales territories? auptasf and aoals for staff . ^i,- 

- Cont^t business leaders to explain services and facilities offered by a client 

- Direct worker evaluations 

- Prepare sales reports * ^ 

- Direct fortian sales and service outlets 

- Plan and direct advertising campaigns for agency clients / , . ^^m^i^^ 

- Conduct meetings • with department supervisors to outline new advertising policies and 

- Coordinate- the activities of wonkei^t who do market research! write copy f and arrange 

- Talk ^iith ^artists f copywriters f photographers f and others to select advertising wedia to be 
*used 

- Revieu^ radio and TV ads before they are released^ • 

- Develop plans to brin^ in new account? 

f> 

„ HOURS OF yORK/TRAVEL 

- Genepallyf these MAIIA6ER8 have a standard 35-40 hour work week. On occasion! thea aay have 
to work extra hours to wet deadlines or to attend even ins or weekend weetinis. 

- So«e of these Jobs aav reauire travel to set up sales or advertismsl catiaiSns or neSotiate 
contracts with dealers* 

SAMPLE PLACES OF UORK, 

- Manufacturing fir«s 27 
O - PrintinM and publishing companies 
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Lidhtr hestf and power coiipdni^s 

- Uholesdle and retsil estdblishments 
" Advertising agencies 

- Coftpsnies that provide business services 

- Autoftobile leasing businesses ^ ^. . 

-Ann business that does its own sales or advertising work * 

/ " " • . . ... 



126 HANAGERS; ENGINEERINGf HATHENATICSf AND NATURAL SCIENCE 



These HANAGERS direct research and development prodraitis. They man work in industry > business f 
education? sciencer or a related area. They plan projects} essidru scheduler and review 
project work? and interpret policies and ^oals to staff # They consult with Kianadeaent to set 
research or production ^oalsr "and then develop methods and procedures to achieve those ^osls* 
They supervise projects and prepare reports for •anadeienti They also nay direct the training 
of project staff* 



SAHPLE WORK ACTIVITES 

- Consult with managers and department heads to plan projects 

- Decide the purpose and objectives of research projects 

" Review research proposals and decide what research should be funded 

- Determine the information? eouipment? and other resources needed to conduct projects 

- lievelop methods and procedures for conducting research 

- Establish work standards - 

- Interpret the policies? purposes? and ^oals of an organization to staff 

- Assign? schedule? and review work 

- Direct the training of staff 

- Revise schedules to introduce new procedures 
■• Prepare progress reports for management 

- Help decide whether workers should be hired? promoted? or transferred 

HOURS OF yORK/TRAVEL 

- Generally? these Jobs involve a standard 35-40 hour work week? with occasional overtime work 

to meet deadlines* x xx x. ^ - x x 

- Some of these Jobs may reouire occasional travel to attend meetings ^nd inspect project 
sites* 



SAHPLE PLACES OF UORK 



Business and industrial firms 

College and university research centers 

Consulting firms 

Federal? State? and Local sSovernment agencies 
Research and development laboratories 



127 HANAGERS; SOCIAL SCIENCES AND RELATED FIELDS 

These people plan? develop? and direct programs designed to help meet a community's needs for 
health? welfare? and social support services* Some direct programs to raise funds for an 
agency or oriSanization* Some dirept programs to coordinate the work of health and welfare 
programs* Some set up and direct service organizations for youth* Some direct s sheltered 
workshop to give handicapped people on-the-Job training* Some direct programs to recruit? 
train? and place volunteer workers. Some manage centers that provide housing and care for the 
very needy* 
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SAHPLE UORK ACTIVITIES 



Set fund-raisinS Soals and policies, for an aSenca 

Direct the public relations proSra* of a co»«unit« organization r. - . 

Develop pro3ra»s to study a coiwunity's needs and problens in specific fields of welfare work 

Advise health and welfare agencies in p.lannina and prpvidins services . „„„^„„, 

Prepare reports and studies* to pronote public understanding of co«»unit« proa raws 

Recruitf tp«in> and >*rovide help to volunteer leaders dnd Sroups - 

Show handicapped people how to perforpi work tasks ador.ru 

Oraanize classes to teach volunteer skills end prepare the*. for work in fn jSency 

Work with a board of directors to set up and ad»inister policies and proSrans 

Hanaae a rehabilitation center that provides housing and care for the ye r« needy 

Work with welfare workefs* psacholotfists* and doctors to plan activities and services for 

clients • 
Arrange with business leaders to place clients in Jobs 

HOURS OF WORK/TRAVEL 

Many of these Jobs reouire local travel to attend comnunity ■eetin3s» review work proara»s» 
and ifeet with clients or staff. 

,-*' . 

SAMPLE PLACES OF WORK 

Aaehcies or councils fort child welfare^ cosnunity welfare* farnily casework* youth services* 
health* recreation* public welfare* and fund raisins „ai3*4«„= 
Federal* State* and Local aovernnent offices concerned with health* human r.elations* and 

public welfare ■ / - 

Non profit organizations and volunteer Sroups 



128 administrators: education and related fields 

These workers administer proSraiis in elenientary* secondary* and post-secondary educational 
institutions. They establish educational and. counseling objectives, formulate policies, select 
and assiarr staff * and prepare budgets. > They insure that educational and counseling activities 
J2et appropriate state* local* or national standards. Thea also Plan classes and ProSrans* and 
•aa enforce school rules* counsel students and teachers* and order supplies. 



1281 ADMINISTRATORS} COLLEGES AND UNIVERISITIES 

These people Plan* organize* and direct ac;tivities and proSraiis itra college or W 
Thea work as deans or as directors of ad.issions* athletics* alu.ni* or oi^f^.J^'^^'^iteh^S^? 
p^tablish policies* prograBs* and standards for the depsrtMnts they represent. Tneiy=^eiect 
Ind siS^-vise Itaff * prepl^e bSdle^^ and evaluate proSraijs and services. They 

hold departmental neetinas and advise on aatters related to their assigned areas. They also 
take part in school functions and promote Sood public relations. 

ft 

t . . < ■ . 

SAHPLE yORK ACTIVITIES 

- Direct and help plan social f recreational* and acadenic proSraas 

- Determine course schedules 

- Take part in faculty cowiittee work . 

- Advise the President of a colleiie on academic^pr other patters 

- Organize and direct functions* neetini^sf and the production of publications 

- Coordinate the activities of clerical staff . t_ . ^ . ^ ■ i j 

- Advise students on personal probleiis» educational and work objectives* and financial ^aid 

- Sponsor and advise student organizations 

- Hire and fire staff . ^ , ^ PQ 
O -° Direct publicity canpaiins to pronote school events 

ERIC - u 



Prepare budgets for tiepdrineni activities 
Plan and schedule schoor events 

Plany or^anizey and direct one of the following for a collide or university! 



Acadeftic pro^raiis 

The aluftni organization 

Student prokrafts 

Athletic prosirais 

Scholarship and loan programs 

The adftissions prb^rai 

Research pro^rans 



Social f cultural f and recreational 
programs 

Sunner se&sion pro^rans 
Registration activities 
Business affairs 
Off-canpus course and pro^raihs 



HOURS OF UORK/TRAVEL 

COLLEGE AND UNIVERSITY ADMINISTRATORS often attend Meetings and school functions during 
evening and weekend hours » 

These. Jobs man reciui re occasional travel to attend conferences and Meetings in other cities* 



SAHPLE PLACES OF WORK 



Public and private collesies and universities 



1282 ADMINISTRATORS r ELEMENTARY AND SECONDARY EDUCATM^ 

These people work as PRINCIPALSf ASSISTANT PRINClPALSf or DEANS in public and private drade 
schools ^d hidh schools* The» direct educational? addihistrative^ and counseling activities 
and see to it that school prodrdMs «eet state and school board standards^ IWe^ plan school 
pro^ransf enforce' school rulesv assign teachers and pupils to classes and counsel students on 
personal and academic Matters* Ihen also order school supplies and eouiPiient* 

SAMPLE WORK ACTIVITIES 



- Cbordinate school activities 

- Plan and supervise school social and recreational pro^raiks 

- Counsel students who have personal prot^lensf educational? or career-related concerns 

- Enforce school rules 

- Evaluate educational pro!frai»s to nake sure the«:^ neet state and school board standards 

- R(>view the activities of teaching departments in a school 

- Tiilk with parentsf teachers? and PUPiLs to solve behavioral problems in the school^ 

- U(irk with colle^esv communitu Groups? arrd other schools to coordinate educational services 

- Order suPPliesy eouipment? and teachins^ materials 

- Sipervise the assignment of teachers and pupils to clases 



HOURS or UORK/TRAVEL 

'6'lBifierall^y these Jobs involve a standard 35-40, hour work week with some overtime work* 



- th^se AOHlNISTRATPRS 
;an<^ weekends* 



often attend school and community meetings and events during evenings 



SAMPLE PLACES OF UORK 
- Public and private elementar^f Junior hi^hf and hi^h schools 
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1283.ADHINISTRAT0RS; EDUCATION AND RELATED FIELDS i N»E*C* 



These people pUn and direct educational Pfo^rans^ for places such as health aiSenciesi da« care 
centos, prison^ and private coiPanies. The« organize educational pro^raisi 

iSirPrU pSliciU aid 'p?SKUs to teachers and other staff , and ^^^ise on teaching jethod^ 
practices. They prepare budgets? approve purchases! and conduct surveys^to see that policies 
aS PrSUdurel arf bliS followed* They My plan courses, prepare teaching naterialsr and 
provide training* They also keep records and write reports* 



SAHPLE WORK ACTIVITIES 

- Direct activities to maintain the educational standards set by a board of nursing 



* Help determine the policies and 
plans of the nursing board 

» Advise nursing school officials on 
coui'ses which should be offered 

ft Conduct surveys of nursing schools 



to see if policies are beina carried 
out • 
ft Keep records and reports about ' 
nursing schools 



- Plan and direct the educational prodraA for a community health agency 



ft Develop plans for the in-service 

education of health workers 
ft Organize educational pro^rans 
• Obtain educational Materials for use 



in teaching nursing activities 
ft Help select nursing students 
ft Conduct surveys to^see if . 

educational pro^raiis are effective 



- Direct the activities of a preschool or day care center 



ft Prepare budgets 
ft- Approve the purchase of school 
Materials! such as books, toys, and 

ft Interview teaching and service staff 
ft Talk with parents about the 



activities and policies of the school 
Advise teaching staff on ways to 
handle the behavior or learning 
r^robleis of children 
'approve Menu plans and food 
purchases 



Direct the activities of a State CoMMission for the Dlind 



ft Plan and organize Job training 

pro^raMs for the blind 
* Talk with civic leaders to 
coordinate services and prodrais for 
the blind 

RecoMMend changes, in laws that 



affect people with visual probleMs 
ft Represent the CoMMission at . 

conventions and public Slatherin^s 
ft Approve the purchase of Materials 

and eouiPMent ^ 



- Plan special education pro^raMs and policies for public schools and agencies that serve 
^ handicapped children 



ft DeterMine policies for the 
screening, placeMent, education, and 
training of children 



ft Conduct conferences to interpret 
policies and programs and train 
teachers and other staff 



"Plan and direct a consuier education pro^ra* for a coMpany to proBiote Goodwill and sales 



ft Study and interpret inforMation 

about People's buying habits and 

preferences 
ft Plan proiraMs %q educate consuMers 

in the use of eouiPMent, products f or 

services ■ . 

ft Instruct sales workers in the 



operation and care of eouiptent 
ft Contact schools and coMMunity^ Groups 

to PTOMote a coMPany's products and 
, services ' ' . 

ft Write articles and plan instruction 

Manuals and booklets 



- Plan and adMinister the educational prp^raM of a Federal, State, or local prison 



ft Prepare courses of study and 
traininsi Materials desislned to help 
inMates adjust to society 
> Advise instructors on teaching 



Methods technioues 
• Prepare budget reauests for 

education pro^rais 
ft Prepare reports and records 



ERLC 



- Plan and adiinistcp a library services proart» . ^ ^ * 

- Divclof educational proSrais in aSriculture and hone econoaics tor a Sovernient extension 
service pro^raM 

- Direct the teaching staff of a school «uftM . ^ , . 

- Set UP and laintain records on all the staff in a school s»ste* 
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HOURS OF UORK/TRAVEL 

Thes* ADHINISTRATORS ienerally Keep pesulsp office hours. They »a\i travel to attend wetinis 
and conduct surveus« 



SAMPLE PLACES OF WORK 



- Qovernnent agencies r such as 

f State nursing boards 

» State coMissions for the blind 

« Federalf Ststcf or local prisons 

f Agriculture and hone econonics 



extension service prodraiis 
f Federal f State of^ local agencies 



that provide services 
persons 



to handicapped 



Coiiuniiy health services 

Public and private^ school s'tfsteAs 

Preschools and da» care centers 

Public and private libraries 

Private businesses 

Lidhtf heatf and power companies 

Telephone and cdiipanies 

Hater companies ' . , ^ ^ . 

Nonprofit orfllanizations that provide educational services 



131 HANAGERSf HEDICINE AND HEALTH 



These people are in charMe of medical and health services in hospitalsf clinicsi businesses! or 
schools* So»e direct the nursing services of a conmunity health a^encyi hospital f or 
industrial fir»* Sone are in charge of the educational prosram of a nursing school or direct 
the medical records system of a hospital. Some administer a medical emergency service proslram. 
These MANAGERS prepare budaetst hire staffi plan and direct health care servicest keep-recordsi 
prepare reports? and evaluate medical services and staftt 



SAMPLE UORK ACTIVITIES 



Direct surveys to ^et information about the need for nursing services in a community 

Plan a nursing services program that will meet a community's needs 

Prepare budgets for nursing programs 

Recruitr selectf and assign nurses . . ^ . 

Recommend that a hospital's policies be changed 

Set UP in-service training programs for hospital nurses 

Take part in community health programs ,1 * • i i^^* 

Set UP record and report systems for the health services department of an industrial plant 

Arrange for student nurses to use hospital facilities 

Interview and hire ne^i staff for a nursina school 

Keep records on student nurses ^ ^ mm \, 

Explain rules and doals of hospital nursing services. to staff and community Groups 

Direct workers who rescue and care for accident victims 

Develop traininfll programs for ambulance and rescue workers 

Prepare reports on the progress and problems of an epierdency service prodr^m ^ 
Plan a medical record system for a health care center 
Develop training materials ^ ^. , . 

Supervise workers who prepare and process medical records 

HOURS OF UORK/TRAVEL 
(No Infor«ation) 
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SAHPLE PLACES OF WORK 



- HospiUlsf clinic^f and oth«r hMlth c«re facilities 

- Nursini schools 

* Social servce Uencits ^.. , 

- Local f stattf or federal health or Mdical services pro^rans 

- Industrial fir»s 



132 PRODUCTION HANAGERSf INDUSTRIAL 

These HANA6ERS plan? and direct production activities in plants and factories* Thev determine 
work procedures and work through departmental supervisors to control ^the ^'•oo«<^j^Jo2]l 
distribution, and Mrketina of Soods. The*^ hire ^nd fire workers an^ «nd other 

work records; They review progress reports and reschedule work so that deadlines .^f "fh 
Thev interpret and enforce coipanw rules and regulations* Thew also direct the trainmi and 
assiinnent of workers? and prepare budMts and report* for aanaHeMnt* 



SAMPLE WORK ACTIVITIES ' 

- Establish policies for the storage and distribution of ^oods 

- Contact other companies ^to schedule shipments of products 

- Prepare reports on the cost of plant operations ^ . , j • 

- Develop plans Tor the efficient use of nachines? naterialsf and worKer^ 

- Direct the preparation of accounting records 

- Recoaaend production budgets to wanaaenent x i * j j 

- Talk with nanaSeMnt to establish production and aualita control standards 

- Conduct hearings to resolve worker complaints 

- Develop new processing technologies .x^^* ^ ' x ' ^ 

- Advise Banaalesent on lethods and procedures for selectinSf installinSf and fiaintainina 
eouiPBent . . . \ - - 

- EstiMte the tiw it will take to produce various products 

- Review progress reports and reschedule work so that deadlines can be net 



'Plant 



HOURS OF UORK/TRAVEL 
(No info mat ion) 

SAHPLE PLACES OF WORK 



Factories and Plants? including! 

. Food-packing plants and canneries 

» Petroleu* Plants 

. Breweries and wineries 

• Feed iills 



» Food processing plants 
• Railroad' car Manufacturers 
. Lo^^ind Bills 



133 CONSTRUCTION HANA6ERS 

These people aanaM construction operations for firis that build and repair structure* such as 
buildinssf bridMe«» roads and daas. The« work throuSh on-site supervisors to plan and direct 
construction activities. Thew stud« building plant and ettmate the laterialsf labor? and 
SSiPwnt reauired to "iplete worft. The« establish work pjoceduren . order supplies ind 
■aterials» review progress report*» and issue decisions on staff and eauipwnt reouett*. The» 
also handle technical latters and union and service contracts* 
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SMfPLE UORK ACTIVITIES 

■ - . . 

- Contract td do construction "or landscaping work 

. Follow architect's plansF • Work through site supervisors to 
'blueprintsf codesf and other direct construction work . 

specifications to Flan construction % Inspect Grounds to determine the 
^Qfl^ eQuxpRisnt needed for d^ddin^r tillin^y 

, Estimate the costs of lateriils and or replacing top soil 

- labor needed for projects t Inspect work sites to see that the 

• Prepare contracts and bids for terms and specifications of contracts 
buildinsi projects are met 

- Plan the activities of workers who construct f installs inspects and maintain railroad track 
and rinhts-of-waa 

% Order supplies and materials needed 

for projects ■ . 
» Send workers and eauipment to scenes 
of accidents to repair damage and 
restore service 

- Investislate accideritsi defective tracks? and items blocking the risht-of-way 

« Prepare reports, about the condition 
of tracks 

- Direct workers who help build buildings? damsr hi^hwa^sv pipelines? or other construction 
projects 

• Plan the i^rocedures for construction and inspectors to work out 
work ^ construction problems 

♦ Order tools and materials to be . Inspect work in progress to make 
delivered to the construction site sure that specifications and schedules 

♦ Talk with supervisors? engineers? are met 



HOURS OF WORK/TRAVEL 

CONSTRUCTION HANfAGERS ma«^ travel to inspect work in progress? attend meetin^si and arrange 
contracts* Some of the projects they manage may be located beyond the local area* In these 
casesf they may spend short periods of time away frpm home* 

SAHPLE PLACES OF UORK 

Construction companies and contractors 
Landscaping firms 
Railroad companies 



134 PUBLIC UTILITIES MANAGERS 

These workers manage the operations* of public utility companies or departments* They, plant 
organize! and direct the activities of staff and supervisors* They determine work procedures! 
hire and fire staff r review operations^ and enforce regulations* They also prepare buMets and 
reports? confer with higher manaiSement about department operations? and handle problems and 
complaints* 
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1341 COHHUNICATIONS OPERATIONS HANA6ERS 

These people manade operations in telephone* telearaph» r3dio»Ty» or other companies involved 
uith coMunitations. Thea plan» or«anize» and direct dtpartwntal activities. Thea .establish 
uork procedures* select staff* and coordinate activities between departments. Thea 'review 
operations* enforce reSulations* prepare reports and budaets and advise wanaSejent on^ PrSS^f.;* 
and trends. Thea also handle technical matters and union and service contracts. Thea iiaa use 
schedule boards* flow charts* and other devices. 

SAMPLE yORK ACTIVITIES 

- Direct the activities of a radio or TV station 

f Uork through supervisors to direct proceedures x 

the uork of staff in salesi program . Ob&frve activities to Mke sure that 

enaineerinflf and other departments Federal regulations are net 

f Advise station staff on operating 

- Direct activites in the offices of a telegraph company division 

f Interpret and inpleiient company • Prepare telegraph office layouts and 

policies and^procedures ^ drawings 

. Conduct iianaSeient studies to plan ^ • Audit accounts and check balances 

ways to Met a community's telegraph # Inspect facilities to see that 
needs company standards are met . 

- Direct the construction? operation? and upkeep of a telephone system 

• Approve or rsJect reouests for workers who install? service? and 

improvements to telephone facilities repair telephone cables 

f Work through supervisors to direct # Prepare budSets and write reports 

- Direct traffic operatioris. in a central telephone or telegraph office 

f Direct activities? Such as customer 
service? phone traffic measurement? 
and Phone traffic studies 



HOURS OF WORK/TRAVEL 



Generally? these HAMAGERS keep regular office hours t However? they may work nights and 

weekends during emergencies* They also may work lona hours at timest ' . ^ 

These Jobs may reauire local travel to attend meetings? arrange contracts and services? and 
inspect facilities* 

SAMPLE PLACES OF UORK 
Telephone and teledral^h companies 

Radio and TV broadcasting companies or networks - . ... . 

Businesses or organizations that own and operate their own communications systems or 

eauipment ^ , 
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1342 TRAMBPORTATION FACILITIES AND OPERATIONS MANAGERS 

These people aanade operations in conpanies that provide transportation* ^^flivera* storage * and 
relatfed services. Thea plan* organize* and direct the departmental activities. Thea establish 
work procedures* select staff* and coordinate activities between depart»ents. Thea review 
operations* enforce regulations* prepare reports ahd budgets* and advise aanaSeient on problens 
and trends. Thea also handle technical latters and service and union contracts. Thea naa use 
schedule boards* flow charts* and simlar devices. 

■ 17 - ' ' ■ ' ''. ■ 



8ANPLE WORK ACTIVITIE& ° . 

- Plan and direct the buildin^» operstion» and upkeep of airport facilities 

- Hanade a harbor departnent or port authority 

- Direct the activities of an airline flight control center 
-* Direct workers who crbtey .ftovev and store household ^oods 

- Direct the opertion and ^maintenance of slas pipeline stations \ 

- Direct activities at a truck terminal 

- Direct workers who maintain and repair aircraft 

-Direct workers who service and repair buses? trolley cars» or other vehicles 

- Hana^e a freiiht terminal where ships' cardd is loaded and unloaded 

T Hanade stations and terminals of a busline? subway? or elevated train system 

- Plan and direct the activities of workers who provide armoured car serviced 

- Coordinate a safety traffic program for truck drivers 

- Coordinate the activities of an^ import-export business 

HOURS OF UORK/TRAVEL 

- Generally? these HANA6ERS keep reslular office hourst However? they juay wofk nights and 
weekends during emergencies* They also may work lonsi hours at times* 

- These Jobs may reauire local travel to inspect facilities and attend meetin^Sf . 



SAHPLE PLACES OF VORK 



Airport and shipping companies 
Bus and railroad companies 
Oil companies 

Warehouse and storage companies 



1343 ELECTRICITY? GAS? WATER SUPPLY? AND SANITARY SERVICES HANA6ERS 

These people manage service departments in companies that supply electricity? das? water? 
steam? or sanitary services* They work through supervisors and other staff to direct the 
operations of planning? service^ or maintenance departments* They determine work procedures? 
select staff? and coordinate 'activities within their assigned areas* They review operations? 
enforce regulations? prepare reports? and budgets? and advise management on problems and 
trends* They also handle technical matters and service and union contracts* 



' SAMPLE WORK ACTIVITIES \^ 

- Direct workers who install? repair? and service water? irrigation or sewage facilities 

- Direct waste disposal activities at a landfill site 

•* Direct the activities of workers who inspect? maintain? and test power lines 

- Direct the feneration of electrical power throuslhout an electric power system 

- Direct the activities of workers xn a fas-distribution plant 

- Direct the activities of the planning department of a power company 

- Direct the operation and upkeep of transmission lines in a power system 



HOURS OF WORK/TRAVEL 

- Generally? these HAHAGERS keep regular office hours* However? they may work ni«lhts or 

weekends during emergencies* ^ ^. ^ ^ 

" These Jobs may reeuire local travel to conduct inspections and attend meetings ^ 
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SAHPLE PLACES OF UORK 

Ftdoralf SUlei ind Local iovtrnMnl aitncies conctrntd with Iht* delivers of ^ovtrnitnt- 
controUtd ««ltr ^ 
6fs distribution ^Imts ^ 
Liihtf htatf and coipanies 

Water utilities^ ^ » * 

Sawait trtataant facilities - 



1344 POSTIwiSTERS AND HAIL SUPERINTENDENTS 



These peorte are' responsible forlhe da«-lo-das operation of posl offices. Thes supervise post 
offiJe Jtafff Jet UP work schedules, and handle custo.Br cojplaints. Sp.e are j;5|?onsible .for 
tSe operltion and MnaSeJ^t of several post offices. The» hire and train post of^J^e lanaOrs 
-and direct Mfets, finance, .aintenance, and other pro<ra«s.for post offices in their district. 
Thcu also provide postal infbmation to th^ public. 

* ^ ' ' ' ' e - 

SAHPLE WORK ACTlVniES 

T Organize and sOpervise Mil-processing ah<j other activities in a Mst office 

- Handle customer cowlaints about nail seryipe 

- Infon» the public of posUl. laws and rM^lations c 

- Prepare reports of post office activities 

- Select » train» and evaluate staff , " 

- Prepare work schedules . * ^. ^ . ^ x 

- Direct the operation and Mnaie»ent of tlislnct post offices 

- Approve post off ice budiets * r 

- Direct safetwf finances and maintenance services for post offices 

- Hire and fire top level Pdst office nanaSepent ^ _ 

- Provide postal inforMtion to newspapersf businesses* and ioverneent aiiencxes 



HOURS OF UORK/TRAVEL 
(No Information)" . 

SAHPLE PLACES OF bORK 
U.S. Postal Service ^ 



— 135 managers: service 0R9ANI2ATI0NS . 

These workers MnaSc businesses or organizations that provide services to ^individuals^r 
orSSiMtions; The« .a« rua • hottl or restaurant, a "ro^trl-^ltw ni or •»"f<25«"<^ 
or a professional organization, for exa»Plt. These ••naiirs tstiiate custowr • or clitnt 
detand, prtpare burets and work schedules, and establish policits and procedures. Tht« al«o 
orOnizt proirais to Mftt client or business <oal$. 
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1351 HANAGERSi FOOD SERVING AND LODGING ESTA6LISHHENTS 

■ ■ , « . ' 

These people ftdnade businesses that serve foods and/or provide lodain^ and related services to 
peoplet This mh include restaurentsy hotels/ school cafeteriasv trailer parksy or sinilar 
facilitiest The%i plany organizer and direct the operation of the business* Theu deternine the 
ttfpes and aiiounts of doods or services to be sold? and na%j set price and credit policies* The^ 
detemine work procedures^ plan buddetsr and order stock and supplies* Theu hire and supervise 
stafff enforce fulesv handle custoier arid worker conplaintsv and keep business records* 



SAMPLE UORK ACTIVITIES 



Coordinate the activities. of workers who keep business recordsv pev^ accounts? and order 
supplies 

Set standards for service?^ root rates rj*ublic*ity» and food selection 

Direct the preparation of food 

Plan dining roofty barv and banouet operations 

Test cooked foods bn tasting and snellind them * / 

Direct the naint^nance of buildings and eguiPAent 

Enforce safet\« and cleanliness rules 

Investigate and resolve conplaints > 

Keep tifte and payroll records 

Keep records reouired b» the Governiiieni » 

Prepare and write reports ^, ^ 

Take inventories of supplies and ectuiPaient 

Provide telephone answering service for tenants or Quests 

Now lawns and clean public areas 

Hanate a* 



» Restaurant or bar 

> Hotel or ftotel 

> School cafeteria 
»,H6usekeepind prodrat for an^ 

institution '-^^ 
» Residental catp for far»y 



construction 9 or lo^^in^ workers 

Boarding house 

Trailer park ^ 

SuMRer canp or resort 

Nursing hone or hospital kitchen 



HOURS OF yORK/TRAVEL ^ 

Han» of these Jobs reouire evenindv weekend? and holiday work* The» also iviai:^ require lon^ 
working hours* * *^ 



SAHPLE PLACES OF UORK 



- HoteljM ftotelsy Motor innsi trailer parks? and other loddind facilities 

- Rest^urantsy bars? supper clubs? cafeterias'? and other eating places 

- Lod!lind caftps? sutier catPs? resorts? construction catps? and other live-in facilities 

- Hospitals and nursing hones ■ * 



1352 HANA6ERS? ENTERTAINHENT AND RECREATION FACILITIES 



These people nanade facilities that offer social? recreationalf or cultural prodrans or 
activities* For exanple? thes run a circus? dance hall? sports arena? ^anblin^ houses or 
sports club. They plan? orsianize? and direct the operation of the business* They set price 
and credit policies? detemine work procedures? plan bud!iets? and order needed supplies* They 
hire? fire? and assign duties to staff and enforce safety and other rules* They handle Koney 
affairs? and keep business records* They also handle cofiplaints* 
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SAMPLE JWRK ACTIVITIES . 

> ^ ■ . . . ' ^. 

- Dirtci aciiviiits to ^reNre facilities for circust ice skatindt op rodeo shows 

» r 



• Plan the lavout of performance 

♦ Arrange personal space for 
entertainers and oihiftals at each 



facility used on a tour 
• Hake sure that animals are watered 
and fed 



- Hana^e a dancehaUy sports arena? or aud;toriuft 'to provide entertainment to the public 

f Contract and schedule entertainment 

f Supervise clerical? and service « 
workers 

- Coordinate, the activities of volunteer workers at a coMdnit^ center 

• Develop and promote music y dancer 
art and crafts? and other recreation 

- HanaHe a sea circus facility 



• Establish purchasindr accountindf 
and buddetin!! procedures 

f Inspect facilities to see if the» 
meet health and safet^ii redulatioiis 

rr 

- Handle a casino * 

f Resolve complaints and interpret 
house sales 

- Haha!ie a fish and dame club 

• Assign campsr fishind areasv and 
huntin!i Grounds to parties 

• Arrange !iuide services^ provisions^ 

- Hanade a flolf club 

% Direct workers and crews who 

maintain club buildinsis and lirounds 

• Keep records of receipts and mone!rf 
paid out 

- Hanade a !iun club 

• Arrange competitive shootinii meets 

• Bi^H ammunitions firearms? and 
supplies • . . 

• Enforce safet«i rules and reiiulations 



and transportation for Quests 
, TakiB inventors of equipment and 
supplies 



HOURS OF MORK/TRAVEL ' ^ , . ^ 

i 

Man» of these Jobs reouire evervinU and/or weekend work* ' . . ^ 

Some of those workers manaie roadshows or sports clubs* These workers ma«i be reauired to 
travel and spend considerable time awav from home) 



SAHPLE PLACES OF UORK 



ERIC 



CamPSf dude ranches and other vacation resorts 
Casinos and Mamblini houses m ^ 

Circusv aauatic shows? and rodeos ^ 

Normrof it organizations that provide entertainment and services for people? such as those 
tbat serve "^militarv personnel 

?ports '^facitUfes^^^sucS as iolf courses? skjtinM rinks? *Ports areans? sports clubs? 
swimmmini pools? and iun clubs ^ \ 

Theaters? auditoriums? and community arts- centers 
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1353 HANAGERS; PROPERTY AND LEASING 

These people manage estates r-^buy and sell real estater and lease property for cUerjts and 
employers* They show property to ^clientsi arrange Foans for clients and sii^n lease payments 
and sales contracts* Sone lana^e apartnent coiplexes or housing proJectst Some .arrange 
per»its with land owners to alldw surveys or prospecting on their land« SoRie buy or. lease lano 
for construction projects* Soiie ar^anSle leasing of facilities for public events* 

SAHPLE WORK ACTIVITIES ' 

- Coordinate the activities of a land development conipany, . , 

f Supervise staff who prepare reports • Direct staf f ,<4ho sainple »iner/l 

on available land deposits? survey land? and lest water 

• Prepare reports that describe trends supplies 

in 3 coMunity's tax rates > * Arrange mort^a^e loans 

- Direct the land and leasing departnent o^'a company 

; Study leases bought? prices paid? » Si^n a^reenents and contracts for 

and other dealings of conpet^n^ ihe purchases and sale of land leases 

coupdnies • Supervise staff' who prepare lease 

• tArran^e with brokers l^p sell a^reewents • . 

• interests in leases ^ 

- Arrange .contracts for leasirr^ arenas? 3uditoriu»s> or other public events 

• Keep a schedule'of rentals to • Notify fire and police departnents 
determine what facilities are ' of the scheduled use of buildings 
available for booking • ^Receive and account for nonies paid 

• Oversee the operation and upkeep of for rentals 

facilities i ■ 

* 

- Manage an apartment coiplex ^ 

. Show apartments snd explain . Direct workers who do repair? 

occupancy tens * painting? and yard wqrK 

^ . Rent or lease apartments • Manage commercial? industrial? or 

• Investigate tenant complaints residential properties for clients o 

- Buy and sell investment property on a coifimission basis . , 

HOURS OF MORK/TRAVEL 

- PROPERTY AND LEASING MANAGERS may travel to inspect property? meet with clients? and arrange 
for the purchase or sale of lan'd* \ 

- These Jobs may reauire some work during evenings and weekends* 

SAHPLE PLACESnr WORK 

Apartment complpKe? 
mpanies that provide business services 

nin^ and Quarrying companies ^ ^ * 

1 companies 

_ility compfnies . " . ^ 

ny business that leases? rents? buys? or sells property ^ , 

or yourself < as a independent contractor 
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1354 HMIAGERSf HEHBERSHIP ORGANIZATIONS - ' 

These people plan? orSanizef and direct programs for Srdups that operate on a neiibership basis* 
This may include professional f trade? or business Groups* They help nienbers set objectives and 
policies? or!lanize publicity? and set up coititteesr They nay provide iiembers with marketinjl 
inforiation or help thei promote community support for civic improvements* Some provide 
services? such as membership development or Job placement* Some direct programs to help 
businesses develop and use foreign markets* 

SAHPIE WORK ACTIVITIES 

» 

- Administer the program of a professional nurses' association 

* Help establish the objectives and 

policies of the association ^ 

* Help organize committees 

* Arrange publicity 

- Manage the business affairs of a labor union 

* Direct union functions? such as the 
promotion of membership? and the 
placement of union members in Jobs 

* Visit worksites to make sure that 
union contracts are enforced 

- Direct the activities of a department of the chamb^ of commerce 

* Study new tax laws to determine the public support of community programs 
' effects on community interests ♦ Promote tourist travel to the 

* iStudy market trends and ecortomic community . ^ . 
conditions to forecast the market for ♦ Conduct: surveys in foreign countries 
products in an area to locate markets for products and 

* Su^^est civic improvements? such as services x i * j 
community zoning and airport expansion * Entertain foreign Governmental and 

* Plan and direct campaigns to promote business officials to promote trade 



HOURS OF UORK/TRAVEL 



Many of these Jobs reouire local travel to attend meetin^Sf arrange publicity ? or take part 
in community activities* In some Jobs? nidht weekend work may sometimes be reauired* 

• ^ ■ - / 

SAMPLE PLACES OF UORK , 

' o / ' ^ \ 

Community chambers of commerce . / ' 

Labor unions 

Non-profit organizations > / 

Nursing associations . . . x u i_- u • 

Any professionals business? or trade ^roup that operates on a membership oasis 



ERIC 



1359 MANAGERS} SERVICE ORGANIZATIONS? N*E*C* 

i . ■ 

These workers manage businesses? departments? 'or organizations that provide customer or 
internal services* This may include laundering? burial security? repair? travel or other 
services* They plan budgets r-order stdck and supplies? determine work procedures, and staff 
function* They hire? train and supervise staff* They keep business records? take inventories! 
and enforce safety and other rules* They also handle complaints and may promote the sale^ 
services* 

i . - - 
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SAMPLE MORK ACTIVITIES 

- Direct a service depdrtnient of b conpsn^ that leases nachiner^ 

• Organize service offices in other « 
locations 

• Stock offices Hith spare parts and 

supplies ^ 

- Coordinate the volunteer services pro^raib of an organization that provides social and welfare 
services 

• Talk with a^enc^ staff to deternine volunteers 

their ne6ds for various volunteer • Prepare training manuals and news 

services releases 

• Interview! screeny and refer *, Speak before coiiihunitu Groups to 
applicants ' explain volunteer prodraiis 

• Arrange on-the-Job training for ♦ Keep worker records 

- Arrange and direct funeral services 

• Talk with fanilies to arrange the around caskets 

details of funerals • Direct the preparation and shipment 

» Arrange lights and floral displays of bodies 

- Direct le^istru services for private dutu nurses 

t Keep a list of the names of nurses 

available for dutu 
t Keep records of calls received 

reauestind Durses * . 

- Manage a cemetery 

* Manage a travel ai^encu 

- Manage a laundry for a business or industrial firm 

- Direct a security* Program in an industrial Plant 

HOURS OF WORK/TRAVEL 

- SERVICE ORGANIZATION HANA6ERS work in a variety of businesses and settings* Work hours and 
tfBvel reouirements var» from Job to Joby but ma^ include some evening and weekend work and 
li^ht local travels 

SAHPLE PLACES OF WORK 

- Laundriesy cleanersy and laundromats 

- Cemeteries and funeral parlors 

- Travel agencies 

- Dental laboratories 

- Volunteer- service organizations 

- Social service agencies 

- Nursind associations 

- Businesses that provide repair or other services to customers , 

- Companies that provide security services , ^ 

- Manufacturing plants and factories 

- Any business or industry 



136 HANAGERSf HININGi QUARRYINGi WELL DRILLING AND SIMILAR OCCUPATIONS 

* ^ 

These workers manai^e operations at minesy auarriesy or oil fields* They plan and organize 
operations and work through on-site supervisors to direct the day-to-day field work* They 
stu^y survey datar mapsi blueprintsy lawsy and cost estimates to plan the construction of mines 
or wells* They direct transportation! housindy and supply servicesy and arrange for the upkeep 
and repair of eQui>ment* They- also determine work procedures and schedulesy enforce safety 
rultsy and solve technical problems* • ^ 
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SMfPLE WORK ACTIVITIES 

-/Plan and coordinate the activities of workers Mho aine coali orei or rock at aines or 
Quarries 

. Study survey data and talk .<ith , tracks should be laced ^ 

engineers and line supervisors to Plan . Study land. f oriations to determine 

•inin« operations how they iisht be used 

. . Calculate the cost of operating a • . Tour "["S-L^flSiL. 

auappvi worker* and production problems 

. Study laps and blueprints to . Work with unions and workers to 

determine where roadsi shaftsi and settle coiPlaints 

- Direct transportation! housina» and supply services for an oil co»pany 

. Buy supplies and have thei shipped facilities for oil co»pany workers 

to prospectinS parties . Arrange for the repair of drillina 

. Arrange for bousing and other livina eauiPient 

- Direct drilling operations at various oil fields 

. Plan the buildina of drillina rias goisture „h c*„«da 

. Direct technical processes! such as ♦ Schedule the breakdown and storaSe 

the treatment of oil and aas to reduce of eouiPient 

- Supervise workers at one or »ore underaround nines 

. Direct the openina of new . Inspect »ines and instruct ainina 

underaround roo»s and psssaaewaas supervisors in ways, to iiproye 

. Work with 3 safety enaineer to production and workina conditions 
direct a safety proarai 



HOURS OF UORK/TRAVEL 

Hany of thesetworkers Kanaae operations at several field sites. Thes often s»*end Pf;:J 
their ti«e in the office prepafina cost estx«3tesf epntactina suppliers! -and arranaina Tor 
staff to be hired, They also sPend considerable tiw at the field sites! where they, direct 
activities! conduct inspections! and solve pperatina prpbleis.^ Soje oil-drillina jobs 
reouire travel to reiote locations and considerable tiie speM away froi hone.' 
Hany of these Jobs reouire $o»e overtine work! particularly i^urina eaeraencies. 



SAHPLE PLACES OF WORK 



Hinina and ouarryina companies 
petroleum and natural aas companies 
Hinina or drilling contractors 



\ 



137 HANA6ERS} ADKINISTRATIVE SERVICES 

These workers manaae the supportive services of a business!, aaency! or praanization. Some 
direct IctivitiSJ coSlrned with the Purchase or sale of materials or services. Others direct 
clerical functions* benefit proarams! or repair and maintenance activities. ^^They review 
rltlrll aSd fSo^dl and Plan departmenj; activities. .They assian duties to staff and prepare 
work schedules and budaets. They review operations! write reports! .enforce rules! arid .help 
Stiff solve wo™ probleis. They also may deal with outside orSanizations on matters such a< 
business services or contracts. 

SAHPLE WORK ACTIVITIES , 

- Direct activities concerned with the purchase or sale of eauipment! materials! or services 
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Review inventories^ budgets y 
plannini rei^ortsr and reouests for 
doods 

Review bids and decide which fims 
should ^et contracts 
Prei^are i^urchdse orders and 
contracts 



Dispose of 
property 



a conpanv s excess 



Inspect property to .esti»3te its 
market value 

Studu Market conditions to determine 
the ti»ey Placer and t\ifpe of sale 
Prepare ads 

Assign duties to sales workers 
RecoMend the destruction of 
propert^:^ that cannot be sold 



- Provide inforMtion and advice on a retifenent pro^raft 

; I^KPlain the retirement s«:^ste» to 

personnel off iciers •> " 

: * Audit retirement accounts 

* Attend and address conferences and 

other meetings 

- Coordinate the activities of clerical workers in a business or organization 



* Organize office procedures such as 
t!iPintff filin^f^and bookkeeping 

* Devise wavs to Improve office 
workflow 

» Plan office la^i^outs 



• Review records for neatness y 
, completeness^ and accurac^:^ 
t Plan wa«:^s to evaluate workers' 

performance 
t Conduct worker benefits programs 



- Direct a statewide merit s^i^stem testing program 

Prepare plans for the maintenances repairs and inspection of buildings and eouipnent 



Direct a State unclaimed propert^i^ disposal office 
Direct the activities of workers who repair and maintain motor 
force 



vehicles used a police 



HOURS OF UORK/TRAVEL 



Generall*:^^ these HANAGERS keep regular office hours # However^ the«:< sometimes work overtime* 
Some of these Jobs ma*:^ reouire local travel to address conferences^ attend meetin^sr deal 
with suppliers f or arrange contracts or services 



SAHPLE PLACES OF WORK 



Retail stores 

Government offices and agencies 
An«:^ business or industr*:^ 



139 OFFICIALS AND ADMINISTRATORSrOTHERy N*E*C* 



These workers planr directs and control the activities of a department or pro^ramy within a 
business or a^enc*:^* For examples some manage sales or service programs or direct a compan«i'& 
projects* The«:^ often work through supervisors to implement policies and procedures and selects 
trainf and supervise staff* The«:^ prepare budgets and reports^ review operations^ and enforce 
compan*:^ policies and rules* The«:^ also assist with difficult administrative or technical 
problems^ anp arrange business services and contracts* , 



SAHPLE WORK ACTIVITIES 



- Direct thjb sales program of a newspapers books and iia^azine compan«:< 
' >, • 

» Direct staff in^s trainings and 
performance evaluations 
"* Determine staff assignments and 
responsibilities 

Direct the sales and service activities of a firm that sells eouipment and supplies to 
O medical and eniineerini orianizations 




. Advise custo»trs on the tapes of 

- Act 3S 8 "ao-between" for steiMhip conpanies or airlines md the Bureau of Customs 

. Prepare docuients reouired bs law, ^ Custons and arrange for the pa«i.ent of 

IrrS'lsf iJrr *° . P-ird. for the storage of i.Ported 

. File papers with the Bureau of Soods 

- Direct the custoMr service proaran of a business that sells and services wchines or 

» Review customer reouests for service . {^'^S^^Lt?!; eauipwnt 

• ssi5ir?:r^^^^i;5^lll;'* . K;eJ%J?J d*":? work hours, work 

. SHiiS ISStU ti wo'fkiis, based on . . Perfor.ed, and Parts used b« workers 
the workers' knowledge and experience ^. 

- PUm direct? and coordinate a company's projects 

• Develop staffing plans and work ^ • l^^i^M^ a syste* to control Project 
:';;;jJJt • Re^'fe^^roJe^^ reports and nodif. 

, ReJfSit workers schedules, as reouired 

- Direct Mintenance, warehousing, paaroll, or other operations in a department store 

• Control tonies spent for repairs to 
the building and its eouipiient 

• Arrange for the storage and display 
of new merchandise 



. HOURS OF yORK/TBAVEL 

- Generally, these Jobs involve a standard 35 to 40 hour work week* However, some overtime 
work may be reouired at times* 

SAHPLE PLACES OF WORK 

- Retail stores, such as department stores 

- Government offices and agencies 

- Business^ contractors ^ ^ ^. ^ 

- Hanufacturina and distributing companies 

- Publishing companies 

- Financial firms , ^. 

- Hovie, radio, and TV studios 



14 HANA6EHEHT-RELATED OCCUPATIONS 

ur...b...e in thm^m nrrupations provide support services for the management of businessest 
iSdiluii!, IS SstitS^^ „y proJide financial information or accountinS ^jrvicet* 



ERIC 
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141 ACCOUNTANTSf AUDITORSf AND OTHER FIMANCIAL SPECIALISTS 



Worker^ in these occupations exaaine and evaluate financial infortaiton in order to advise 
their eaplo^er or clients* The» »a» examine financial recordsr statistical infor«dtiony or 
credit reports* Thev ia» prepare tax fomsf outline contracts^ or detemine financial risk* 
The» exaiine all available infomation and help establish financial and investaeht plans* 



ACCOUNTANTS and AUDITORS stud» financial records in order to Mive advice on nione^ matters or 
prepare financial statements* Ihe^ »a» prepare incoie tax foms or advise clients on certain 
business or financial decisions* The» ia» exaiine clients' financial records to see if the» 
are properly kept and reported* Th^v «a» develop estate plansf accounting sustenisy or budgets » 
SoBe teach courses in a business or professional schooly do consultinii uorky or serve on 
cossittees of Professional organizations* 



SAMPLE WORK ACTIVITIES 



- Prepare federal f stater and lo&al tax returns for individuals and businesses 
-Advise sana^ers on tax Matters 

- Devise and set up tax record svste'Ris 

- Exasine a cospan^'s accounting records and write a report on its financial standing 

- Check ledger -entries of cash and check pavnentsy purchases! and expenses 

- Advise a co»pan» on ua»s to i«prove its financial standing 

- Direct workers who keep records of expenses and tax pavaents 

- Set UP a bud^ietinM svstes so a fim can control nonev sp^nt for advertising » production! and 
labor 

- Plan and direct a s^stea to keep records of Materials and labor cost 

- Take an inventors of property owned b» i business 

- Prepare foris and Manuals used bv bookkeeping and clerical staff 

- Conduct a stud» to det evidence in fraud c^ses 

- Audit tax returns to see if the» were properly prepared 

- Direct workers who keep records of school fees and receipts 

- Hrite credit reports on bank custoMers 



HOURS OF MORK/TRAVEL 

- Host ACCOUNTANTS and AUDITORS work in offices and have regular work schedules 

- Self-eMPlo»ed ACCOUNTANTS and AUDITORS often have offices at hoMe and work as man» hours as 
business reouires* 

- TAX ACCOUNTANTS work lon^ hocrrs under heav» pressure duriti^ the tax season* 

- ACCOUNTANTS and AUDITORS eMPlo»ed'*b» larMe firMs Ma» travel a dreat deal to perform audits or 
to work for clients or branches of the firm* 



SAHPLE PIACES OF WORK 



- Independent accounting firMS 

- Business offices 

- Insurance coMpanies 

- Public accounting firMS ^ . 

- Brokerage coMpaniesF banksf savings and loan coMpaniesy and other financial firms 

- Business and professional schools 

- Federalf statei and local Government agencies ^ 



1412 ACCOUNTANTS AND AUDITORS 
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1414 UNDERVRITERS 



UHDERURITERS decide what- risks the insurance companies they work tor will insure. To nake 
thesedecisions'they study inforwtion on insurance applications and loss-control ».edical, 
and actuarial reports. They wy outline the terns of contracts or wliciesi mcludinS the 
Mountrof pUiiws. They often deal with clientsr aaents* and wnaaers to obtain or aive out 
iXMtion 5b5!it Poli?^s. MSst specialize in one of three .aJor cateSories of insurance? 
Lifet Property and Liability! or Health. 

SAMPLE yORK ACTIVITIES 

- Study documents such as application for«sr inspection reportsi and medical reports 

- Review company records to find out the amount of insurance in force for a certain type or 

- Refuse or accept insurance applications based on the amount of risk to the company 

- Dictate letters askina for information from doctors or other insurance companies 

- Quote policy rates and explain a company's underwriting policies 

- Use rate booksr tablesr and code books to compute rates for hiah-nsk policies 

HOURS OF UORK/TRAVEL 

- The normal workweek for UNDERWRITERS is 35-40 hours. However* they nay sometines work 

- On^occasionr UMDERURITERS may be away from home for several days while attending meetings. 

SAMPLE PLACES OF WORK 

- Insurance companies 



1415 LOAN OFFICERS 

LOtM OFFICERS evaluate the credit and collateral of individuals and businesses applying for a 
lSS.°'^"(CollaUrar'Seans stpcks, bonds, Property, or other securities Pledged for the jajme^^ 
of a loan.) They may handle installment, commercial, real estate, or f«J"? loans. To evaluate 
loan applications" they must understand economics, production, marketing, and commerce law. 
Thjy also iust know bJsi^less operations and be able to understand financial statements, Prepare 
letters, reports, and loan agreements. 

SAMPLE WORK ACTIVITIES * 

- Review a loan applicant's financial status and credit ... i ^ 

- Interview applicants and contact creditors to get information needed to process a loan. 

- Approve loans or refer them to a loan committee for approval 

- Complete loan agreements on accepted loans 

- Buy and sell contracts, loans, or real estate 

- Record loan payments received , , * j 

- Write reports on accounts that cannot be colieetea , . ai. • 

- Study the financial problems of borrowers and adjust their loan agreements to restore their 

credit • . . 

- Testify at legal proceedings 

HOURS OF WORK/TRAVEL . 

- Host LOAN OFFICERS work 40 hours a week. On occasion, they may work overtime. 
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SAMPLE PLACES OF MRK 



- Banks 

Savings and. loan coMPanies 

- Insurance conpan its 

- HorUaMe coMPanies 

- Finance coipanies 
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1419 FINANCIAL OFFICERSf OTHER 

These workers counsel clients or businesses on the wise use of Aonetiff lhe\i na^ run credit 
anal^^sisr budHetin^f or trust Mana!ltMent Pt^o^ranst Sone pUn wa«is for debtors to pa«i their 
bills and accounts. So»e nana^e departments that prepare bgdslets for a business or aMncw* 
Soae evaluate credit applications or direct credit investigations » Sou^ direct student 
financial aid pro^ra»st These workers supervise staff workr and deal directl«i with AanaieMntr 
clientSf and the publict The%^ stud«i financial statenentSf write reportsi and keep detailed 
financial records » 

SAMPLE WORK ACTIVITIES 6 

4 

- Provide financial counseling to people in debt 

f Talk with clients to find out about t Contact creditors to explain 

their incoM and living expenses clients' iione«i problens and arrange 

• Calculate the a«ount of people's for pa»«ent adjustments 

debts • Open accounts for clients and Make 

f Plan wa«is for people to pbh their paviients to creditors for then 

debts I Keep account records 

- Supervise workers who prepare budgets for ^overnnent agencies 

• Direct the coMPilind of data used to . , 
prepare budgets ^ . 

f Train budget department workers and 
assign then duties ; , 

- Stud«rf applications for credit received at a bank or savings and loan conpan«i 

• Review forms that describe the i Recomiiend actions on accounts^ such 
financial condition! merchandiser and as credit approval or the repossession 
sales records of companies " of ^oods 

- Interview students to determine if the«i' meet 'reauirements for loans or scholarships ^ 

- Cirect workers who investigate people's credit and collect overdue accounts 

- Administer trust accounts 

- Keep records of a bank's balances of deposit in foreign banks 

- Direct workers who audit accounts in branch banks 

- Provide investment services for a bank and its customers 

- Investi^at^e people who have been arrested to determine if the» should be bonded 

HOURS OF WORK/TRAVEL 

- FINANCIAL OFFICIERS denerall^i work 40 hours a week. Houeyen ihe^ man occasionally work 
overtime to attend civic functions and set up business contacts* 

SAMPLE PLACES OF WORK 

- Banks and other finanacial firms 

- CoUeMes and universities 

- Consultin!! firms that specialize in financial counseling 

- Credit analwis firms 

- Government offices 
Inturanct companies 4ci 
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"142 MANAGEMENT ANALYSTS 

These workers analyze business operations to find ways to help MnaSesent operate iiore 
Iffiri^ntfy Sfectivelyr They conduct studiesf design new work ^ystens and proceduresf 
?ilk fo? uLrto siSSlifS wirk and P?^^^ Procedures Manuals. For example f they mSht plan a 
iSSMStei for f iliS and ??5t;ctiS/fJ?ords and reports. They .iSht sketch the layout for new 
office Mchinesf or develop ways to inprove business reports. 

SAMPLE WORK ACTIVITIES 

- Study business procedures to find better waas of accomplishing work 

- Plan studiSrof woTprSlets and Procedures! such as cost analysis and inventory control 

- Talk iiih MnaiSJs to 5et their suSSestions for inProvenents, such as usina new fonts or 

- InfejiirilS^ical workers and conduct on-site studies of work perforwd and the .ethods and 
eQuiPMnt .used . ^ . ^ 

- RecoMfnd new sustMs or chanies in existing off«n*4upnp^c 

- Difect wopktps who analyze business forms for format and effectiveness 

- Direct workers who compile cost and control records 

- Sketch office lawouts to show the location of eauiPient 
Examine and evaluate the fortat and function of business forffcs 

- Prepare written instructions for the use of for»s ^ \ 

f Uork through Managers to direct 
records Aanadeaentf clerical supporti 
and printing services 



HOURS OF WORK/TRAVEL 

other sites f 
SAMPLE PLACES OF UORK 

Any larde business* or orSanizationf including aovernnent" offices 



143 PERSONNEL! TRAININGf AND LABOR RELATIONS SPECIALISTS 

These people nake sure that workers and wgrk activities are handled according to set. 
procedures. PERSONNEL SPECIALISTS recruit, select, and Place "o'''^ers. They also Prejare Job 
descriptions and conduct benefit, safety, and^ other froSra«s.TlttININ6 SPECIALISTS lead 
tJKS S sSJsiSi, P?e?a?; training wnuals, and advise <*0{;Mrs. UJOR S^LATIONS SPECIALIST^ 
help develop, interpret, and enforce union contracts, and help to settle work related ajspuies, 

SAMPLE WORK ACTIVITIES / 

- Explain Policies, rules, and benefits to *new workers , . w * 

- SleliJ ianuals, reporting forts, training fil«s, and slides. to be used in Job studies ^ 

- StIIdy i!IfS?Mtion about wa^Js, hours, and working conditions in a ^^lant to see if a labor 

- iSOUS'^JoS* 5?ilfc5ntS''^^^^^ history, education, and training. Job skills, and other 

- jb^%^\''rki?.^Sj^%l\^ iKS ttJir".SpM?i[Jo';s to determine job and worker reouiretents 
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- Interview new workers to find out what tspe of work proaram is best suited fdn; thea 

- Conduct hearings to settle contract disputes between labor and mana^enent \ 

\ 

HOURS OF WORK/TRAVEL \ 

- Most of these workers have a standard 40-hour work weekt Howeverr LABOR RELATIONS 
SPECIALISTS soietiits work overtine when labor contracts are beina neSotiatedt \ 

- So»e workers in this flroup aa^^ have to travel to attend weetinSsf for exaiPlep. or to recruit 
workers* \ 



SAMPLE ^PLACES OF UORK 



- Hanufacturind firas 

- 6overnB{>nt agencies 

- Banks 

- Insurance companies 
• Airlines 

- Department stores 

- Private eaplo^^nent agencies 



144 PURCHASING AGENTS AND BUYERS 

\ These workers represent coBpanies and institutions as thea bu« ^oods and contract for services* 
Thetf exanine sinilar products^ determine the best value? and arrange contracts to purchase 
aoods* Thetf ask coipanies to bid itv.»s thea sell* Thea talk with sales agents and visit 
wholesale houses* The £oods thea bua are resold in coMercial stores or are used in the 
operation of a business? industrar or educational institution? so agents bua at speciar pricesi 



1442 BUYERS? WHOLESALE AND RETAIL TRADE f EXCEPT FARM PRODUCTS 

These people bua Soods for resale in wholesale and retail stores* Thea attend fashion and 
trade shows? visit / showrooms? or talk with sales workers to select merchandise that will 
satisfa their stores'^ customers* A BUYER for a saall store naa purchase its co»plete stock of 
doods* Those who work for larder businesses usualla handle one or a few related lines of 
doods* BUYERS nust be able to Judde the resale value of doods and nake a purchase decision 
Quickla* THea also arrange for Soods to be shipped and approve paaaents for orders received* 



SAHPLE UORK ACTIVITIES 

- Inspect merchandise to determine its value 

- Select and order doods shown ba sales representatives and other sellers 

- Contact sellers to arrange for the purchase of goods 

- Contact carriers to arrange the delivera of goods * 

- Approve paaients of invoices or the return of nerchandise 

* Conduct staff aeetings with sales workers to show thei& new trierchandise 

- Check the amount and oualita of stock received fro* a manufacturer 

- Give pricing and other information to workers who mark prices on merchandise 



HOURS OF WORK/TRAVEL 



- BUYERS freouentla work more than a 40-hour week because of special sales? conferences? and 

- The^^amount of taveling a .BUYER does varies with the tape of merchandise bought and the 
location of supplies* Host spend 4 or 5 daas a month on the road* 
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SAMPLE PLACES OF WORK 
- Uholttalt and Rttail iradt storts- 



1443 PURCHASING AGENTS AND BUYERSf FARM PRODUCTS 

^ ■ 

These workers bu« hrm products such as <r»in or tobacco for individuals or wholesale 
coapanies. Theu'also aau sell the products and arrange for their shiraent and storadet 



SAMPLE WORK ACTIVITIES 



- Advise custoaers about price changes and other factors that »au affect the* 

- Exaaine *rain saaples for dirt hullsr and seeds , ' ^. . ^ *v 

- CoW'ute the aarket value of f ara products and the costs of shwinMs thea 

- few records of the kindsf iradesf aaountsf and Prices of products received 

- Direct {Workers who loadf storei and aix <rain for shipaent and aillin* < 

- Tell workers the ilrades and aaounts of tobacco to buw and the prices to be paid 

- Send rice saaples and price lists to possible custoaers 



HOURS OF UORK/TRAVEL 
, (No InforMtion) 

SAMPLE PLACES OF WORK 

- Brokerai^e fir»s 

- Grain and feed wlls . . * 

- Financial fir»s that bu« and sell products for a profit 
^ Tobacco Companies ^ . 

-! Wholesale firas thai deal in ^rain or tobacco 



1449 PURCHASING AGENTS AND BUYERSt NtE*C» 

These people buw supplies and raw aaterials for internal use or for further Processing bw 
aanufacturins firas. Thew review internal reouests^ for aaterials and suppliesj collect 
inforaation ' on the sources and prices of *oodsf and contact vendors or suppliers to erranie 
JSShSi cSniScti. Thew also aaw neiotiate for Purchase of ••'•vices^ «*ch as i5»,J?l}verw of 
supplies. Thew adviie suppliers concerning the t«pe» oualitwf and aaounts of aaterials needed 
in thm fuiup*. Thflu slco MU arrange financing or other assistance so that the oesireo 
iStiKaU cw b? aaS avaluble. ThUe liSrkirs keeP records of iteas bouiht, costs, product 
perforaancef and inventoriest Thew also -aaw write reports* 



SAMPLE WORK ACTIVITIES 

- Arrange contracts to obtain tfoods froa suppliers 

- Foraulate policies and procedures for obtaining supplies 

- Direct workers who write bid proposals, , . ^ — ♦ 

- Evaluate services provided under a contract to deteraine if changes in the contract are 

- Approve'*or reject reauests to chanie contract teras or deliverw schedules 

- Resolve cow^laints retfardintf contracts with suppliers ♦ :# 

- Studw price proposalst financial ,reportSf and other inforaation to deteraine if prices are 

- ArranSf contracts with,<rowtrs to raise or purchase cropsf such as fruits and vegetables 
O . - Contact irowtrs to explain th« teras and conditions of contracts 

ERJC "33 



Work with irowers to detemine the 3»ount of acreage to be planted or purchased 

Advijje irowers on preparing landi plantinSi cultivating r and harvesttna 

Arrandi financing for the purchase of supplies and eouipment needed by contractors ' 

ArranM for crops to be shipped to processing Plants ^ ^ 

Inspect crops for siMns of disease and insect daiidMe and recoiitend corrective Masures 

Contact dairy farters to arrange contracts for the purchase of dairy products 

Discuss fti Ik production problets with farters 

Test tilK for bacteria level V. . ^ . " w x • 

Surest lethads of feedinMf housind? and tilkind cows to itporve production . ' \ ^ 
Establish specifications and Perforiance test reouiretents of airplane eauiptept to be 
purchased . , . ^ , . ^ ^ 

Study technical mfortation and desxMns x ^ . , 

Consult with eniineers to sejt the perfomance reouiretents of airplanes 

Investigate eouipient takers and recottend those tost desireable ^ ju.v x • ^ • 

Advise cotpanw workers? suppliers? and custoters of the nature and function of aircraft 

eouiptervt ^ . . . 

Arraftfle teetinis •between suppliers? en^neers? ptjrchasers? and inspectors 

Buy raw taterials for processing or tachinerwi tools? and other supplies or services 

necessary for the operation of an organization , 

Review reouests for taterials and supplies u« 

Obtain infortation fort venders? such as the price of products and dates when they can be 

delivered . . ^ - ' * • 

Keep records of itets bouMht? costs? product pet^fortance? and inventories . ^ . 

Cotpile and study infortation frot qatalods andjother sources to keep mforned on price 

tffnds \ V • ' ' * 

RjMfpare reports? charts? and Mraphs of findings \ ^ ^x"", 

Arrante contracts for the purchase or delivery of crude oil and natural ^as 



HOURS OF HORK/TRAVEL ' , : \ 

A 

PURCHASING AGENTS and'' BUYERS Generally Mork a standard 35 to 40 hour Meek. Howeverr they 
often Mork overtime when the aaterials or eouipnient Weded for. production run short. . 
Although these workers spend tost of their tine in\ the officer sone travel usually is 
rcouired to attend sales conventions or visit suppIibts. 

• \ 

SAMPLE PLACES OF HORK \ 
HanufacturinM plants 



145 BUSINESS AND PROMOTION AGENTS 

\ . ', . • 

BUSINESS .anJi PROMOTION AGENTS handle business affairs for\ clients such as! perfortersf 
societies? theater cotpanies? writers? and Jockeys* They advise \cliertts on business otters? 
represent th#t in trontract talks? and arrange their tours and; endadetents* They tay handle 
publicity? fanxtail? and reouests for personal appearances* Sote tarket writers works to 
editors and publishers* vi 

SAWLE MORK ACTIVITIES 

\ \ ^ 

- Represent an entertainer in dealings with unions? tovie or TV studios? and theater houses 

- Advise clients cortcernin^ contracts? wardrobe? and acting tethods 

- Arrange reservations? transportation? and hotel roots for tourinS perforters 

- Book perf orters? actsj or concerts for a theater cotpany ^ 

- Plan and arrange the route of a circus for the following season 

- Arrange union contracts i ^ 

- Hire staMe hands ... ^/ ^ i ^ i ^ 1 a 

- File accounting statetents for a client? accordmei to ledal reouiretents 

- Arrange the advance sale of tickets for a show ^ m 

- Buy advertising space or spori;- announcetents in newspapers? radio? and TV ^ 

- Orianize chapters of a fraternal society? lodde? or sitilar organisation \ 

- Advise Societies or lodges havini financial or tetbership problets 
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HOURS OF UORK/TRAVEL 



- Him of thest Joivi rtouire 8 airMt dwl of'travelt 

- SoM of thtst. Jobs M«nv reouirt evwinir wetktndr and overtiM work#^ In sone jobsr work 
hours May b« irregular # 

SMiPLE PLACES OF WN^ 

^ • • ■ 

- Theatrical and Touring Conpanies ' 

- Circu!^es 

- Booking a^tncies . . - ^ . x • 

- Fraternal drianxzations and private oraanxzations " x . , ^ 

- For yourself F as an independent aSent for entertainers? writersr or theatrical aroups 



147 INSPECTORS AND COHPLIANCE OFFICERS 



These workers inspect businesses «nd industries to insure that rulesr reSulationsr and .fodes 
are bbe«ed. They visit buildin* sites to see that construction work *eets code standardst 
They *a« visit industrial sites to insure that safety regulations are ir, force, Or they Jay 
inspect hospitals » restaurants » or food packing Plants to enforce public health laws. Other 
workers aay investigate ways to help businesses operate wore efficiently or profitably t 



V 1472 CONSTRUCTION UI^CTORS 



COMSTRUCTION INSPECTORS wake *ur« that the nethods and naterials used to tuild and repair 
stfuctures aeet with regulations* They inspect structures and visit work sites to observe and 
test parts of structures* They use blueprints and test and MasurinM instruments! Keep wprk 
lo^sr file work reports? and if ciecessaryr issue. "stop-work" orders* Host wprkers specialise 
in a certain type of construction-iiorkp such as buildinir electricalf Mchanicalf or Public 
works* ' " 

SAHPLE WORK ACTIVITIES 

- Inspect new buildiniis and order faulty work to be corrected . \_ ^ ^ 

- Check to see if repair work done on floor framnM in a factory wets buildina pode 
specifications . , x^ ^ ' " 

- Obtain evidence and prepare reports concerninii yiolMaons ^ ^ 

- Advise building pDotractors on ways to neet le^al reouirenents for building 

- Keep inspection records and prepare^^reportt for use injcourt 

- Inspect electrical ,systeM to see if they «eet with safety laws 

- Issue notices to repair or retiove electrical eiauiPMnt round to be unsafe 

- Explain le^ial reouireaents for electrical wiring td hoiieowners 

- Inspect elevators to see if they were correctly installed 

- Conpute the allowable loads for elevators and- other devices 
.7 Inspect eaudPMrit daaaMed by fire <nd recoMend repairs 

Inspect heatini and cpolinM syistens installed in buildings 

- Advise owners and contractors on where to Place septic tanks arid cesspools 

- Review complaints of pluabinM code violations ^ ^ w ' 

- Inspect and oversee the construction of bridMesr daiisf and himwaws - 

- Use surveyor's instruments to cheeky the elevations of structures 

- Prepare samples of materials. for lab tests ^ ^ ^ . 

- Estimate the amount of material dredMed from the bed of a waterway 

HOURS OF UORK/TRAVEL 

CONSTRUCTION INSPECTORS normally work regular hours* Howeven in case of an Occident at /Che 
construction site* they must respond immediately and may work irregular hours until a report 
has been completed* 53 
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" Inspection work tends to be steads all ^esr roundi unlike tne sedsondl work irf m^ny of the 
Jobs jisfocisted with the construction industry* 

SAMPLE PLACES OF WORK 

- Countv< of aunicip^al buil ;ind depdrtwents 

- Federal and state a!lencies concerned with public works construction 

- U»S* Ara» Corps of En!lineers 

- Insurance coapanies * ^ " n \ 

- Cdhstruction ccsipanies y - 



1473 INSPECTORS AND COHPLIANCE OFFICERSi EXCEPT CONSTRUCTION 

■J ■ » ^ • 

These workers conduct inspections or investigations to see if lawsi, re!ful9tionsf or coapanw 
policies ar^ beind followed* Theu work in a variety of Jobs and settings* Soae check to see 
that propef eauipaent is beinii used and that safety rules are beini^ obeved* Son^e inspect 
Places such as hospitals and restaurants to enfbrce public health laws* Soae coapile 
inforaati4in on the activities and conduct of worKersj* Soae inspect articles beind carried into 
the country to enfofce custoas laws* . 

' ■ " 

SAMPLE yORK ACTIVITIES 

■\ ^ ^ 

" Direct investigations of banking practices to enforce banking law£ 

- Audit and investigate Federal incoae tax returns • ^ 

- Direct investialations of deaths occurin^ within an area 

- Set UP Federal pro^raas related to eoual eniplouaent opportunity 

" Investi!iate reported cases of diseases that can spreads and isdyise exposed persons to !iet 
aedical treataent . ' , , ^ - x. , 

- Re!lulate the entry of people into the United StatgnP enforce iaai!fration laws 

- Inspect hospitalsf nursin!l hoaesi and day care cerfffrsi to enforce public health laws 

- Inspect places of eaployaent to detect unsafe or unhealthy working conditions ^ 

- Coordinate a drual testing proslraa ' ^ ,^ . ^ 

" Evaluate people's traffic records and determine if their licenses should be revoked or 
. reinstated , . 

^ Coapile inforaation on the activities and conduct of a coapany's workers 

- Inspect aircraft to,:insure that Federal safety standards are aet 

- Review settled insurance claias to determine if proper payaeQts have been aade 

- Inspect articles worn or carried by people entering or leaving the country to enforce custoas 
laws y , / 

- Give tests to applicants for driver s licenses 

- Inspect Places w>fere food? druHsf and cosaetics are aadef handledi storedf or so.ld to enfqrce 
health laws , ^ dt ^ 

" Inspect beddins aaterials to enforce pyblic health Uws 

- Inspect !lovernaent-owned eouipaent uied by private contractors, to prevent wastef daaaMe? and 
theft ^ i - ' 

- Inspect waste disposal facilities to ensure conforaarice with Idws and^p^frait re<?ui reaents 

- Visit businesses to see if valid licer^ses ,and peraiti^are displayed ^ 

- Investigate pupils absences froa schools 

- Appraise vehicle daaaie to deteraine the cost of repair' 

■' ■- • ^ 

HOURS OF UORK/TRAUEL 

- ffany of theie workers travel to conduct inspections or investigations* Soae work lonH and 
often irregular hours* 

SAMPLE PLACES OF UORK . 

- Fedtrsl tfovvrnatnt afltnciesf including tht! 
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DtpartMnt Avittion Ad»inistr«tiin Justice DeparUtnt 

• DtPartMni of Agriculture \ • Public Health Service 

• DePartMnt of Labor 1 • Treasury vs^partient 

• Food and Drui Administration j , . ' * ^ 

State and Local slovernftc^t aalencies 

Insurance companies 

Hotor transportation cotanies 

Railroad companies 

Hinintf and auarrvinsl companies 

Hotels and Restaurants 

DruM companies 

Anv business or industry 



149 HAHAGEHENT-RELATtD OCCUPATIONSf N*E*C* 

People in these Jobs do things to help an office or business operate more efficie Sow 
prepare cost estimates used b« management to prepare bxds or to set *he j>rxces of produ^^^ 
services* Some coordinate office services such as personnel? budget control? and records, 
control* Some study Jobs to help set waife and promotion polxcxes* Some set up security 
procedures? or keep official corporation records* 

SAHPLE WORK ACTIVITIES 

- Compile lists of materials Isnd eouipmenb needed id make products 

- Compute the cost of materials and labor 

- Study management methods in order to improve worKf low or save w^ey ^^„;»4o muic. 

- Study operating practices? such as record keepinM and forms control? to create or revise 
procedures / 

- Issue and interpret operating policies ^ ^ x u / ^-.a 

- Act as a •io-between* for a manufacturer and government aiency to help set up inspection 
procedures , ^. . . 

" Promote iood will amoni plant divisions 

- Set UP a bookkeeping system for an insurance plan 

- File applications with Government agencies for a company 

- Direct activities involving claims against a company for damaged freight . 

- Advise and aid veterans in presenting disability? insurance? or pension claims 

- Plan and set up security procedures for a company 

HOURS OF UORK/TRAVEL 
(No Information) 

SAHPLE PLACES OF WORK 

- Government offices * . 

- Insurance companies ^ 

- Radio and TV broadcasting companies 

- Rtal estate companies . 

- Transportation firms 
-* Utility companies 

- Any business or industry 
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1599 ENGINEERS! SURVEYORS! AND ARCHITECTS 

These workers use technical skills to identify and utilize information about land and resources 
to design and develop structures? tools? machines? and products from resources and manufactured 
materials* They consult with clients and other specialists? do research? test methoos ano 
designs? and recommend methods of operation and production* They prepare detailed drawings and 
specifications as well as cost estimates* 



16 ENGINEERS! SURVEYORS! AND ARCHITECTS 

These workers use technical skills to identify and utilize inforfnation about land and resources 
to design and develop structures? tools? machines? and products from resources and manufactured 
materials* They consult. with clients and ottier specialists? do research? test methods ano 
designs? and recomi|kend methods of operation and production* They prepare detailed drawings and 
specifications ^s well as cost estimates* 

161 ARCHITECTS 

ARCHITECTS Plar^? design? and supervise the construction of homes? office buildings? and other 
structures* They also plan. and design projects such as parks? airports? and highways* They 
are* involved in all phases of the development of a building or project* They discuss with 
clients the purposes? reouirements? and cost of a project* They prepare detailed drawings that 
show the scale and structure of buildings? the dimensions of every part of the structure? and 
the location of plumbing? heating? and other units* 



SAHPLE UORK ACTIVITIES j 

" Talk to clients to find out what kind of design? materials? and eouipment they may want to 

use * 

- Study site conditions such as location? soil? plant life? rock features and drainage 

- Prepare scale and full-size drawings and contract papers for builders v 

- Provide advice to officials ijho want to build or remodel a school 

- Prepare building plans? manuals? and reports . j 

- Help clients find and set up contracts with builders / 

- Inspect construction sites to make sure work is bein^ done properly j 

HOURS or UORK/TRAVEL . / 

\l / . \ ' . 

-ARCHITECTS spwetines work irregular hours. 

- So«e ARCHITECTS •sa-oce^ssionslla travel to inspect building sites in otner cities. 

SAHPLE PLACES OF WORK / 

- Private practice / 

- Architectural firms / 

- Builder$ •( 

- Governm^nt^a^encies concerned with housing—such as Housing and Urban Development (HUD)? the 
General Services Administration <GSA)? and the Department of Defense . / • 

- Government agencies concerned with forest management? water storage? city Planran^? hi^nways? 
parks? and recreation— such as the Departments of Defense? Agriculture? and Intej^ior \ 

- State ahd Local Government agencies » / 
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162-3 ENGINEERS 



Engineers desi^nr developr and test nethods of usin^ ftaterials for the production of loolsf 
Mchinesf structures! and resources* They My design enslines> hi3hw»ys> or nuclear reactors* 
They nay find methods of extracting netals fron oresr producing fuelsr or increasing 
islricultural production* Soiie engineers work in the field while others do research? teach? or 
^0 consulting work* ^ 



1622 AEROSPACE ENGINEERS 

AEROSPACE ENGINEERS design? develop? test? and help produce aircraft? missiles? and spacecraft* 
They work to advance the state of technology in aviation? defense systems? and space travel. 
Host specialize in a particular area of work? such as structural design? Guidance and control? 
or production nethods. They also nay specialize in one typ^ of aerospace product? such 
coMercial aircraft? helicopters? or rockets* 



SAMPLE WORK ACTIVITIES 



- Test nodels of aircraft for strength 

- Exatine aircraft parts to determine their purpose? cost? and value 

- Carry out lab? flight? and wind tunnel test proSraiis . 

- Prepare flight performance reports for other engineers and scientists 
* Uork with computers to solve aerospace problems 

- Design and plan aircraft and aerospace equipment 

- Suaaest ways to make aircraft parts 

- Advise customers how to solve equipment problems 



HOURS OF WORK/TRAVEL 
(No Information) 



SAHPLE PLACES OF UORK \ 

\^ 

- Companies that make aircraft and. related parts 

- Federal Government agencies? especially \he in 
and the Department of Defense \ 

- Commercial airline companies \ 

- Consulting firms \ 

- Colleges and universities \ 

- Hilitary services 



National Aeronautics and Space Administration 



1623 ^lETALLURGICAL AND MATERIALS ^NQINEERS 

METALLURGICAL AND MATERIALS ENGINEERS try to find new or improved ways to extract metal from 
ores and to make products from minerals? rocks? or metals. They also design tools and 
eouipment to make products from materials such as clay? stlass? stone? and metal. 

SAMPLE UORK ACTIVITIES 

- Test the physical? chemical and heat-resisting properties of clay and sand 

- Design eouipment and tools that can be used to form and handle products such as !llass and 

- Study ore samples under a microscope to find out about their crystal structure 

- Perform studies of metal usinS lab eauipment 

O ^ Do research to find bet*f r ways to mold? melt and pour metals 



- Develop welding techniques snd procedures 

- Test ore sMples in pressure devices snd hot scid bdths to see how strong 3nd hsrd thev are 



HOURS OF UORK/TRAVEL 



- General 1»7 these Jobs involve 3 stsndsrd 35*'40 hour work week* 



SAHPLE PLACES OF UORK 

- Industries that c«st meial or mske metal products 

- Industries that mske bricks? potteryr aUss or stone products 

- Ueldind companies 

- Industries that take metal from ores and process it into a final shape 

- Colleges and universities 



HININ6 ENGINEERS look for coalf ore? and other mineral deposits* Then also conduct research? 
inspect mining areasr plan uav^s to mine deposits? direct work at mines and Quarries? train 
minersf and write reports* Some spend much of their time at mine sites supervising mining 
operations* Others do research in offices or labs* 



SAHPLE UORK ACTIVITIES 



- CarrH out studies to find out where deposits are? how lari^e the^ are? and how easH it will 1^ 
to mine them ' 

- Plan the easiest and cheapest waus to mine a deposit 

- Plan the location of shafts? tunnels? and chambers 

- Plan and direct the building of roads and drainage systems at mine sites 

- Do research, to improve mining eGUiPment and operations 

- Conduct safety inspections' of underi^round or open-Pit areas 

- Test air for poisonous leases and explosive, dust 

- Investigate explosions? fires and accidents and report their causes 



HOURS OF WORK/TRAVEL 



- Some Jobs may reouire travel to minini^ fields* 

- At times HINING ENGINEERS may^ have to work overtime* 



SAHPLE PLACES OF UORK 



- Mines and auarries 

- Oil fields 

- Colleges and universi^ties 

- Companies that make eouipment for the mininsi industry 

- Consultin:^ firms that advise mining or oil companies 



1624 HINING ENGINEERS 
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1625 PETROLEUH ENGINEERS 



PETROLEUH ENGINEERS plant or^anizet and supervise the way oil and natural aas are obtainedf 

storedf and shipped* They also conduct researchf aive technical advices and direct workers who 

drill and operaU^^^ wellse Sow spefid nuch of their tine at oil fields. Others work lostly 
in offices or labs* 



SAMPLE UORK ACTIVITIES 

- Study a nap that shows underground oil and Sas locations and decide where to drill a well 

- Design oil and ^as containers and ways to separate oil and Sas Products 

- Develop new and improved ways to drill wells to produce oil or sas 

- Plan schedules for drilling wells * 

• Plan and direct activities for workers who test for oil or sas 

- Direct the care and repair of drilling eouiPMent . 

- Figure out how much it will cost to build an oil pipeline \ 



HOURS OF HORK/TRAVEL 

Soae Jobs May rectuire travel to oil fields* 
At tinesf PETROLEUH ENGINEERS May have to work overtime* ^ . 
Hany American PETROLEUH ENGINEERS work overseas in oil-producinS countries 



SAHPLE PLACES OF UORK 
Oil coiiPdnies 

Coiipanies that Make oil drilling eGuiPiient and supplies 
Consulting firms that advise oil companies 

Federal and state Sovernwnt agencies ... ^. x i.u ,i «4i ^r.A ^^^^ 

Banks and financial firms that need information about the economic value of oil and-^as 

products 



1626 CHEHICAL ENGINEERS 



CHEHICAL ENGINEERS develop new ways toVmake chemicals and related products* They also help 
desiShf buildf and operate ^^l^nts \thdt use or process chemicals*. Because th^^^ 
across many fieldsf they must have a knowledge of chemistrwf physicsf and mechanical and 
electrical engineering* Some specialize in certain areas such as pollution control* or heat 
transfer? or in the production of certain types of products such as plastics or druis* Some 
teach or do research* ^ 



SAHPLE WORK ACTIVITIES 



- Fiaure out ways to remove parts of ^as mixtures or liouids , w 

- Design eouipment to control the movement? storage and packa^iniS of solids? liQJ'ids? and Mates 

- Direct workers who run such eouipment as condensers? kilns? pumPS? stills and tanks 

- Perform tests to measure temperature and pressure 
-Plan and direct the work in a chemical Plant 

- Develop processes for making food or druM products ' 
-Prepare reports on the cost of operating a cnemical plant 

- Plan the layout of eouipment used to carry out chemical processes 



HOURS OF HORK/TRAVEL 



- CHEHICAL ENGINEERS normally work 40 hours per week* 



SAMPLE PLACES OF UORK 



- Conpsnies that Mke cheiiic3l> petroleuBi and related products 

- Government agencies 

- Colleges and universities 

- Private research institutes 

- Engineering consulting firRS 

- Hilitar^ij services 



1627 NUCLEAR ENGINEERS 

NUCLEAR ENGINEERS study the development and uses of atomic power* The« also desi^m developf 
' and test equipment that is used to releasei control and utilize nuclear energy* Some are 
researchersf while others direct the operations of nuclear power Plants* They must oe 
knowledgeable of nuclear reactorsf reactions! and radiation* 



SAHPLE WORK ACTIVITIES' 



Planf desidny c rhd develo p nuclea r <Miuipment such as reactor coresf radi^atiomr^htelds andT 

control units - . * x 

Study nuclear fuel to find out the best way to ^et rid of wastes 

Plan and carry out studies to discover facts or test theories about nuclear energy 

Test eouipment used in nuclear plant to make Sure it is stron^f safe and effective 

Supervise nuclear tests and operations in a plant to make sure safety regulations and laws 

are met 

Prepare technical reports 



HOURS OF yORK/TRAVEL 
(No Information) 



SAHPLE PLACES OF UORK 

- Nuclear power plants 

- Nuclear research facilities 
Power companies 

- Government agencies such as the Department of Energy and the Nuclear ReiSulatdry Commission 

- Private research institutes 

- Engineering consulting firms 

- Military services 



. 1628 CIVIL ENGINEERS 

• ' ' ' ' . ; 

CIVIL ENGINEERS Planf design? and supervise the construction of structures such as buildin^sj 
roadSf water and sewage systemsf bridges* and dams* They also may do such things as conduct 
researchf advise on engineering problems* prepare technical reports and materials! and t^ach* 



SAHPLE UORK ACTIVITIES 



O - 

ERLC 



Plan how airports anj landing fields should be built 

Direct workers who drediSe and build levees to open waterways x x ^ 

Plan and oversee the construction of irriiSation projects designed to carry water to tarm 
lands . . 

Study problems of soil drainage and conservation 
Advise firms on how to aiet rid' of siases 9nd oils 
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-Plan and dirtct the activities of a water treatment Flant 

- Test struct»jrts to wake sure_the« are strona eno»Jslh 

- Survey ti»ber land and draw maps to show features of the area 

- Design railroad sastets ^ .. ... ._ ^ # p^r^^ 

- Plan waus to change the layout of streets^ hiahwaasf and freewaas to improve traffic flow 

- Design a ^arbaise disposal plant 

f 

HOURS OF UORK/TRAVEL 

- In sose of these Jobs» CIVIL ENGINEERS naa have to travel to construction sites and spend 
periods of tiiie awaa f ron ho»e* 



SANPLE PLACES OF UORK 



- Construction companies 

- Forestry comissions or loddind conpanies 

- Endineerini consulting firms 

- Railroad companies 

- Manufacturing companies ^ , ^ ^ ; 

- State and local agencies which deal with waterworks and sewade services 

- FedieraTaiencies concerned with transportationf housina and conservation 
" Colleges and universities 




1632 AGRICULTURAL ENGINEERS 

AGRICULTURAL ENGINEERS work to solve farming problems and find waa^ to make farms run better 
and produce more. Thea desian farm machinesf structuresf and equipment that will ^improve the 
production* processinSf and delivera of farm products. Some plan and supervise the production 
of such items. Others help to conserve and manage eneraa> soil> and water resources. 

SAHPLE WORK ACTIVITIES 

- Design devices to measure and record the effects of heat> dampness* and liflht on plants and 

- Plan^and direct the production of eouipment to help control plant and animal diseases 

- Advise farmers on waas to conserve water and soil 

- Direct the building of rural power systems 

- Do research to develop new farm machines . , 

- -Supervise the buildina of structures used to store crops or house animals 

- Design equipment to harvest and move farm products 

1 

HOURS OF WORK/TRAVEL 
(hjo Information) 

SAHPLE PLACES OF WORK 

- Companies that make and sell farm eouipment ; 

- Rural power companies 

- Engineering consulting firms that serve farmers . l^.-^.i* 

- Federal* state and local Government agencies including the Department of Agriculture 

- Colleges and universities ^ 

- Companies that distribute farm eouipment and supplies - 
-* Agricultural processing plants 
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1633 ELECTRICAL AMD ELECTRONIC ENGINEERS 



ELECTRICAL ENGINEERS clesi£ln> develop? test? and supervise the fusnufacture of electrical ari<^ 
electronic parts. Those who work with electronic eouipnent are called ELECTRONIC ENGINEERS* 
Electrical eouipiient includes power iSenerators and transmitters used in power plants and 
electric Motorsf liiShtiniS and wirini^ in buildini^si cars» and planes* Electronic eouipwent 
includes radarr computers? TV's and stereo sets* ELECTRICAL ENGINEERS desiiSn and operate power 
plants* Sone teach and do research* 

SAHPLE yORK ACTIVITIES 

- Develop methods for testiniS electrical eouipnent 

- Design li^htiniS systems for homes? plants? streets? tunnels and. outdoor displays 

- Conduct studies to iSet information needed to plan a switchiniS system for a phone company . 

- Devise plans for layiniS cable lines beneath the ocean x -i-i ^iux 
-Study maps that show feeder lines? relays? and other parts of a power system and decide what 

chaniSes need to be made when the system is overloaded . , . 

- Determine the costs of materials? equipment? and labor needed to build a power system 

- Direct the installation of radio and TV-'broadcastinS eouipnent 

- Desii^n computers used in businesses and homes 

HOURS OF UORK/TRAVEL 

(No Information) 

SAHPLE PLACES OF UORK 

- Companies that make electrical and electronic parts? business machines? aircraft? and 
scientific equipment ^ 

- Telephone and telei^raph companies 

- Electric liiSht and power companies 

- Government aiSencies 

- Collei^es and universities 

- Construction firms 

- Eni^ineerin^ consulting firms 



16?4 INDUSTRIAL ENGINEERS \ 

INDUSTRIAL ENGINEERS study and desiiSn ways to -make the best use of people? machines? and 
materials in business and industry* They advise on and set up niethods to promote efficients 
safe? and cost-effective use of people and machines* They plan equipment layout? workflow? and 
means to prevent accidents* They also plan and oversee training programs and develop ways to 
control product Quality and keep production records* 



SAHPLE UORK ACTIVITIES \ ' 

- Study how people and machines work toiSether and su^iSest ways to simplify the work 

- Study charts and project data to find out what Jobs and dutie^ workers have 

- Set limits for noise? dust? fumes? and radiation exposure in d plant 

- Prepare a shippiniS schedule based on e^^pected sales 

- Prepare drawiniSs that show Parts of eouipment and how they arei used 

- Train workers to carry out a fire prevention proiSram in a plant .^^^ ^..^^^^ 

- Hake lists of the raw materials? parts? and equipment needed to build .Flsneb au6 Guided 

- Study ^^blueprints and models to find out what tools are needeci to assemble products such as 
cuttihi^ tools? car parts? or ball heariniSs 



ERIC 



44 



HOURS OF UORK/TRAVEL 
(No Inforastion) 

SAHPLE PLACES OF UORK 

Hanufacturind conpanie& . 

Companies that nake aircraft or aerospace eauiPtent 

Conpanies that iiake boots and shoes 

Insurance companies and banks 

Construction and ninind companies 

Federals state and local dovernnent agencies 

Public utility companies 

Hospitals 

Enslineerind consulting firms 



1635 HECHNICAL ENGINEERS 

MECHNICAL ENGINEERS design and develop tools> engines? machines^ and other eouipment* Thea 
also direct the installation* user upkeePf and repair of eouipment used in heat, aasr waten 
and steam sustem^« Many specialize in a certain product area* such as motor vehicles> marine 
JSuiSJnt, heltina and coolind units, or Plastics. Some conduct research, do sales wdrk, or 
teach ♦ 

SAHPLE UORK ACTIVITIES 

- Develop new desiiSns for car frames and motors 

- Design controls for machines ^ 

- Set standards and methods for testing eouipment 

- Direct the buildinsi and installation of heatina systems 

- Examine tool drawings and decide which tools should be produced 

- Prepare bids and contracts for the construction of factory machinery 

- Direct workers who make test control eouipment . 4. 

- Conduct tests on eouipment to make sure it is safe and effective 

- Do research to develop new types of machinery or tools 

HOURS OF UORK/TRAVEL 
(No Information) 

SAHPLE PLACES OF WORK 

- Companies thal^ makd metal p^roducts, machinery, or transportation eouipment 

- Electrical eouipment manufacturers 

- Government aiencies 

- EniineerihM consultin!i firms 

- Auto manufacturers 

- Public utility companies 

- Cpllesles and universities ^ ' 
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1636 COMPUTER ENGINEERS 



COHPUTER EN6INEEERS plsny desislnr 3nd help build coAPuters 3nd° related eouipnient* The«^ 3lso 
help companies .decide what computer eouipKent the«rf need* 



SAMPLE UORK ACTIVITIES 

- Collect and stud«^ infomation to detemine the coiiputer eouipnent needs of a plant or a^enc«^ 
Plan the la«^out and desisfn of new or iMPjoved conputer s^^stens 

Develop nath Models to solve engineering problems 
~ Advise others ih the selection and use of computers 

- Prepare diasframs and charts that show design problems and possible solutions 

- Prepare reports that describe in detail how computer problems can be solved 



HOURS OF WORK/TRAVEL 



- Most COHPUTER ENGINEERS have a standard 40'-'hour work week« However^ they ma«^ sometimes work 
overttme to complete emer^enc«^ projects* 



SAMPLE PLACES OF UORK 



- Private research institutes* 
" Lar^e industries 

- Federal y stater and local Government agencies 

- Colleges and universities 



^ 1637 MARINE ENGINEERS AND NAVAL ARCHITECTS 

These workers plan? design? testy and oversee the construction and repair of marine craftf 
structuresr and port facilities* The«^ also design the machiner*^ and eouipment used aboard 
vei^sels* The«^ stud«^ drawings and design specifications to plan the la^^out and design of ship 
s«^stems* Some specialize in the inspection and repair of marine craft or equipment* Some 
check vessels to see if the«^ meet insurance requirements* " ^ 

SAMPLE UORK ACTIVITIES 

- Stud«^ drawings and design specifications 

" Desii^n shipsr barges? tuGsr and submarines 

" Design the la«^out of carGo^ spacer passenger Quarters? and elevators tpr a ship 
" Perform complex Cc^lculations to plan ship s«:isteiiis 

- Oversee the construction and testing of marine craft 

- Evaluate the performance of vessels during sea trials 

- Desisfn machiner«^ and equipment used on ships 

- Conduct tests on marine eouipment such as boilers? steam engines? and power sb^sterrts 

- Uatch while sfear is tested to see if testing standards are met 

- Insi>ect shiPsr boats? tankers? and dredsies to see if they meet insurance requirements 
-Prepare reports .which describe inspection procedures and findings 

•- Prepare recommendations for repair work to ships 

- Review requests for repairs to ships and determine if they are sound 

- Keep records of engineering costs for vessel!^? such as repairs?^ supplies? and personnel 

HOURS OF WORK/TRAVEL . ° ^ 

•J 

- Some Jobs may require some sea travel^ to conduct tests* 

« 
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8AHPLE PLACES OF UORK 

Coast Guardf Navwr Arwr and Harine Corps 

Entfinterin^ consulting fir*s 

Harine eouiptent manufacturers 

Port authorities 

Ship building companies 

Shipping companies 



1639 ENGINEERSr N*E*Ct ^ 

These ENGINEERS do research to develop and test hew theories and facts? and design new t^fs of 
prIrff.i^tJ^ T^^^ in ledicine? optics? explosives? Photography? or another field. 

sSJ^delign lH^i?iar(fSki)"o^^ IvilnV^lT develop r^S'fLn'n^taSiPiieSr ThS'lS «i?th 
?aeT ovBinciuos. SoBe PT^puT^ instructions for the installation of eauipnenit iney use mnn 

chiptsf aP8Phs» diaaraiiSf and technical reports* Soae teach and/or do consuiiina* 
SAMPLE WORK ACTIVITIES 

- Conduct research to design life-support eQui"«ent 

- Plan and conduct studies of the enSineerinsf aspects of human sustens 

- Use computers to solve problems > 
=^ Design and develop devices such as heart paceaaKers \ 

- Determine the specifications for susteMs \ 

- Design instruBients used to test optical systems 

- Desi^nr testr and help develop explosive material 

■ TJsrshel"}^2nd''2a?hMdsr under simulated military conditions . 

= Stid! thJ°Maineerina design of Products such as aircraft and "fv^l vessels ' 

- Review. enSineerinS plans and propose ways to improve products so that they will be easier lo 

- fiesiin^and build photographic eauipment for use in science or industry 

- Conduct studies of pollution problems and controls 

HOURS OF UORK/TRAVEL 

/ 

(No Informatrion) \ 

SAHPLE PLACES OF WORK \^ . 

- Federal^ and State government agencies 

- Collegs and universities \ 

- Hospitals \ 

- Military services \ 

- Light? heat? and power companies \ 

- A»»unition and explosives manufacturers ^^^.^^^ •rnrf,.r*c 

- Companies that make cameras? lenses? or other optical products 

- Aerospace industries 

- Private research institites 

- Electronics industries 

- For yourself? as a consulting engineer 
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164 SURVEYORS AND MAPPING, SCIENTISTS 



These workers neasure land* note landmarks and elevationsf and dete mine boundaries, Jhe« 
record their findings -on naps and leaal descriptions. Their findings are used b« architects 
and engineers who dSsisin structures for a site. Surveyors and hbpp ma scientists also cospile 
infor»ation for und^raround and underwater structures. They Survey and mp waterways* harbors* 
and oceans* as well jlocate and map land formations. 



1 1643 LAND SURVEYORS ' ^ - 

LAND SURVEYORS establish official land boundaries and help determine the value of plots of 
land. They research deeds* write leSal descriptions of land* ■easur'e plots of wnd* and 
collect infomation for naps and charts. Some head survey parties. Jhey are responsible for a 
party's activities and the accuracy of its work.' Thea plan the fieldwork* select survey 
reference points* determine the exact location of land features* prepare survey reports* select 
survey staff* prepare budgets* and buy survey eauipment and supplies. . 

SAHPLE WORK ACTIVITIES 

' ■ ■ ' / ■ ' 

^ Plan* orslanize* and direct the work of purvey parties 

- Keep notes* record?* and sketches to describe and certify the work peTforFied by a survey 
P3rty 

- Assuiie le^al respor^sibility for the work performed by 3 survey party 

- Prepare budgets for survey projects . 

- Review survey work to »ake sure it'teets le^al reauirements ^ ^ . 

- Appear as a ledal witness in cQurt cases iihat concern land or boundary disputes 

- Purchase new eouipient and supplies 

- Select survey staff 

HOURS OF WORK/TRAVEL 

Most SURVEYORS work standard work hours* but they »ay work longer hours durind /SU^er ftonths* 

- SURVEYORS sonetimes must comute lon^ distances or find temporary housing ne^ survey sites* 

SAMPLE PLACES OF WORK ^ 

- Federal asiencies includinsi! the US Geological Survey>\the Bureau of Land Msna^eiiientf the. 
Army Corps of Ensiineers» the Forest Service^ and the Defense Mapping Agency ^ ^ 

- State and local ^overnihent asienciesf includinsi highway departments and uroan planning and 
development agencies — \ 

- Construction companies 

- Endineerinsi and architectural firms 

- Private surveying companies \ 

- Oil and natural Sias companieti \ 

- Public utilities ^ 



1644 CARTOGRAPHERS 



CARTOGRAPHERS plan surveys and slather and interpret information used to design and raake maps» 
They study photosiraphs and other information from surveys to compute the nieasurenfents of land 
areas* They may ^direct one or more phases of survey operations* These pnases include* 
proposal writinsif schedulinsi activities* conductinsi surveys* and training and assi^ninsJ 
woi^kers* Some CARTOGRAPHERS do research' to develop new map-rjakin^' techniques* 
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SAMf>LE UORK ACTIVITIES 

'a ' . ' . 

- Talk with clients to find out what artas th<^u wish to have napped 
Esti»ati the cost of conducting surveys - ' 

*- Decide the tupe of airplane and photoiiraphic eauipnent to use on an aerial surve«i 
*- Prepare charts and tables for pilots that show the flight paths? altitudes^ and tirfspeeds to 
use in an aerial surveii . ' 

- Tr#in and assign workers who perform aerial .surveys' 

*- Study photoisraphs and other information to figure out the shaper position^ and elevation of 

land features 
*- CoftPute Beasureftents of land areas ^ 

- Ttavelrover an area that has been Photographed to collect infornation not shown in pictures 

- Do resetarch to develop new napping technioues ^ 

- Write proposals to det nonew for aerial surveys 

HOURS OF WORK/TRAVEL 

- So>e CARTOGRAPHERS aau travel to re*ot^ areas to conduct surveys* 

SAMPLE- PLACES OF UORK 

- Gdvernunt a^enciesr including the DeP3rtMent(S of Defense^ Interior^ CoMercer A^riculturev 
and Transportation 

- Companies that pi^ovide 'ftap-'Makind services for a fee 

/' • ■ - ' . ^ ' . . • 

1649 SURVEYORS AND HAPPING SClENTISTSi N.E.C. ^ 

4 » 

These * workers survey land and underwater areas to compile inforiiation used for napping oil or 
Mineral deposits or for building structures* They use sury^ind 'instriiiients .to locate and 
coiipute the dlnensions of land formations* *^They deteriiine'^'and record information^ such as the 
exact elevation of land areas* Some specialize in. locating and 'marking land fo^^^ations on 
maps* They also may spend much of their time in 9n officer planning surveys v preparing reports 
and computations? and drawing maps* * 



SAHPLE UORK ACTIVITIES 



Use precision instruments to compute the dimensions and locations of land formations 

Locate and mark places where oil deposits are likely to be found 

Compile information for use in building piers and other marine structures 

Determine shore lines and the elevations of land areas below the water 

Survey mine sites to collect information for use in planning mining activities 

Take instrument readings of the sun or stars to determine mine locations 

Direct workers in the use of surveyinsi eouipment 

Compute information used for building underground passa^ei 

Draw maps of mine working 

Study the' sizer' shapes and Gravity of the earth 

Use survey instruments v such as transits? to locate and mark land formations on maps 



) 



HOURS OF ilORK/TRAVEL 



SURVEYORS usually uork an 8-hour daur S'-dau week* Sonetiaes th^ uork longer hours during 
the suMer Months when weather conditions are Rost suitable for surveuin^t 
SoMtiaesr SURVEYORS aust coMute loni distances or find teiiporaru housing near field sites* 
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SAHPLE PLACES OF WORK 



- Ftdtral iovernMnt* aiien^^esf such ds the! 

* Ap«« Cor^s of Eniiineer^ 

* BureiHu of Land Hanadeneni 

* Defense Ha^pinii A^enc«^ 

- State and Local iovern«eni ai^encies 

- Petroleuii and natural liSis conpanres 

- Public utilities « 

- Construction conpanies 

- Surve^^ini fires - 

- Enifineerinii or iirchitectural consultinii fims 



Forest Service 
National Ocean Survey 
U»S» 13eolo!fical Survey 
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1699 NATURAL SCIENTISTS AND HATHEHATICIANS 



These Morkers studa biological arid phasical sciences as well as ihathe«.atics. Thea waa be 
involved in pGre science f developing and researching theories* .Or thea ijaa apply their 
fflSledge to Yesesrch and develop' products and Processes to improve health, industra,^or 
business! Thea »3a work as consultants in crop production^ or natural resources management. 
Othe^rSL dSelofcomPU^^^^ uses for business, find cures for diseases, do statistical studies, 
or teach. * • 



* 17 COMPUTER* MATHEMATIC, AND OPERATIONS RESEARCH OCCUPATIONS 

These workers use mathematical principles and" analaticsl methods to solve scientific, 
ndSltrial, business, and other technological problems. Thea analaze theoretical or practical 
problems, then plan solutions. Thea maa use mathematical theory, statistics, computer 
applications, Sr time-motion methods of analasis. Thea develop computer Programs, charts and 
SaPhsf S! matheiatical ecuations. Thea maa write reports or Plan waas to implement changes 
thea recommend. 



171 COMPUTER SCIENTISTS 



These workers use computers to solve business, scientific, engineering, and other technical 
problems. Thea analyze the problem and develop a computer method or information system t^ 
solve it. They decide the data, eouiPinent, and Procedures needed to solve the problem. They 
then make charts, diagrams, and instructions for computers and computer operators to follow. 
Thl2 m?f prepare reports to help clients understand the problem and its computer solution. 



1712 COMPUTER SYSTEMS ANALYSTS 



rnMPiirrp qyqtpmq anai y<;ts plan waas to use computers to solve scientific, engineering, and 
Ells Irlbfems. They determine what data must be collected, the e«uipment needed for 
cSJJCtltior'srand the Itlp^ to be fallowed in Processing the information. Once a computer 
system has been developed^ they prepare charts and diagrams that describe its operation. They 
also may prepare reports to help clients understand the proposed systems. 

SAMPLE WORK ACTIVITIES 

- Study business procedures and problems and write computer programs that describe them 

- Talk with the staff of an organisation to find out wh3t information thea need 

- Study waas information is handled in an office 

- Develop new systems to improve production or workflow 

- Prepare descriptions of the math operations to be performed by computers 

- Prepare descriptions of the work performed by computer operators 

- Urite technical reports and manuals that describe computer systems 

/■ 

HOURS OF WORK/TRAVEL 

SYSTEMS ANALYSTS usually work about 40 hours a week. Occasional evening or weekend work may 
be reouired to complete emergency projects. 

SAMPLE PLACES OF WORK 



- Manufacturing'f irms 

- Banks 
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- Insurarice coapanies 

- Data processinsi service organizations 

- Uhqlesale and retail businesses 

- Governient agencies 



} 1719 COMPUTER SCIENTISTS^ N.E^C. _ 

These SCIENTISTS use co»Puters to* analyze and solve business^ scientific? en^ineerin^y and 
other technical problens. They design information systems and plan ways to collects organizer 
storey and retrieve <aet back) infornation usinS cofputers. They also prepare ch^>rts» 
diaSraiiSf and instructions for |:oiiPuters and computer operators to follow. ^ 

SAMPLE WORK ACTIVITIES . 

" Discuss data processing problems with client to determine their information needs 

- Develop ways to collecty orSanizey interpret? and classify data to be put into a coiriputer 

- Develop, ways to solvr7*Toblems in the input? storaSe^ and retrival of data ^ 

- Prepare charts and diagrams that describe computer operations 

- Uritei computer programs (detailed instructions for a computer to follow) 

- Hake changes in sets of instructions (software) for coiriputers to use in solving problems 
~ Code information into lan^ua^es computers can understand 



HOURS OF WORK/TRAVEL 

COMPUTER SCIENTISTS Sene 
extr^ hours? including evenings 

SAMPLE PLACES OF UORK 

BankS| . 
Collesies and universities\ 
Consulting firms \ 
Data Processing service oreanizations 
Government agencies \ 
Insurance companies \ 
Manufacturing firms \ 
Research organizations 



ally work about 40 hours a week* However? they sometimes may work 



172\ OPERATIONS AND RESEARCH ANALYSTS 

\ 

', \ * 

These workers study businesses? industries? and other or53ni^:ations to understand how they are 
managed and how they operate* -Thetf develop models? flow charts? and computer prp^sms that can 
be used tb solve operations and manafiement problems* They may examine various aspects of an 
orSaniztipn and suSSest ways tc\ improve the efficiency of personnel and procedures* They 
develop ati6 implement plans for changes they recommend* 

\ 
\ 

\ 

■ \. , ■ ■ 
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1721 OPERATIONS RESEARCHERS AND ANALYSTS 



These people studa problems that affect the ways b.jsinesses or other O'^^ff^^^ations are managed 
and operated. They try to find ways to solve problems usina computers, models, and other 
Mthods! fSr exam?!e, they may develop math models, flow charts, and computer ^rojrams that 
can be used in Planning and controlling larSe projects. They do research to find out which 
wdels and programs woTb^^^^ They prepare reports for managers that 

define operational problems and offer possible solutions. 

* ' 

SAHPLE WORK ACTIVITIES 

- Study management problems to see how they misht be solved ■ 

- Study Plans prepared by others and choose, the one which will best serve to solve 3 particular 

- P?eplre models that show problems and solutions in the form of math eouations 

- Gather information and check it to be sure it is valid (correct) 

- Test math models to see if they work properly , ^ . . , 

- Write reports that describe possible solutions to management problems ... 

- Prepare contract proposals that describe how operational problems can be solved 

- Tell scientists or engineers how to apply math models to solve project problems 

HOURS Of WORK/TRAVEL 

- In some Jobs, OPERATIONS RESEARCHERS AND ANALYSTS travel freauently to inspect operations, 
father information and attend professional and other meetings. ^ 

- Workers in these Jobs may sometimes work lonS hours to meet project deadlines. 

SAMPLE PLACES OF WORK 

- Federal and state Government agencies . 

- Any larSe business or industry 

- Private research organizations 

- Colleges and universities * , i . 

- Health, transportation, energy, and environmental agencies 



1722 SYSTEMS RESEARCHERS AND ANALYSTS, EXCEPT COMPUTER 

These workers investigate the operations and organization of work in businesses and factories. 
They observe work beins done, analyze tasks and results, and recommend changes to make work 
till morl efficiently. They msy observe workers performing a. particular task or pamir.e the 
or^anizator. of an entire deprtment to determine the most efficient use of personnel, time, -and 
materials. 

SAMPLE WORK ACTIVITIES . 

. observe workers to determine payroll, and inventory systems ■ 

components of tasks performed . analyze management organization and 
. py;]Binp bookkeeping systems recommend changes 

. ir,v?s?iS3te coSminicition^^ . analyze workforce and recommend 

, analyze recordkeeping, purchasing, . design Plan to implement changes 
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173 MATHEMATICAL SCIENTISTS 

These woirkers use nathematics to research and solve problems in sciences induslryi and 
business* They »ay look for new theoretical or practical applications of Biathematics* They 
conduct experi»erits or plan scientific or technical products* So*e work with .statistics? 
conducting experiMentsr surveys? and opinion polls* Others use statistics and business 
principles to deter»ine insurance and pension pro^rani rates* 



1732 ACTUARIES 

ACTUARIES use their knowledge of »athf statistics? and business to help insurance companies and 
pension proarams set their rates* They try to determine how likely incidences of death? 
sickness? unemployment? and property loss^will be amona various | roups of people. They then 
determine the amounts of premuims (payments for policies) which will be needed from people to 
ensure that companies can pay all claims and expenses* 



SAMPLE HORK ACTIVITIES 



- Determine the amount of illness? injury? ^nd death in the country for a aiven year 

- Construct tables that show how likely fires? natural disasters? and unemployment will be in 
future years 

- Design pension plans ^ . 

- Determine how much money will be needed to pay future claims 

- Determine how company earnings should be used ' 



HOURS OF UORK/TRAVEL 



- Most ACTUARIES work between 35 and 40 hours a , week? although they may be required to work 

overtime during busy periods* ^ ...... ._ i- x 

- In some Jobs? ACTUARIES may have to travel at times to visit branch offices or clients* 



SAMPLE PLACES OF WORK 



-Private insurance companies 

- Casualty companies 

- Consulting firms and ratine bureaus 

- Private companies that administer pension and welfare plans 

- Federal and state fifovernment agencies ^ 

- Colleges and universities 



1733 STATISTICIANS 

STATISTICIANS use math to design? carry put? and evaluate the results of experiments? surveys 
and opinion polls* They also use math to determine what miaht happen in .the future* They 
often apply their knowledge in a certain subject area? such as economics? human behavior? 
natural science? or engineering* Some STATISTICIANS use math theories to design and improve 
statistical methods* Others teach or do consulting work* 

SAMPLE WORK ACTIVITIES 

- Plan methods to conduct a survey 

- Interpret the results of experiments? studies? and surveys ^ x 

- Present numerical information in the form of computer printouts? Graphs? diagrams? and tables 

- Determine how valid the results of a study are .,x»_j#w*^-4m 
Conduct rtstarch to . find the mathematical bases for new or improved methods of obtaining 
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Use statistics to interf^ret infomation that affects the inyestaent proSrais of a bank 
Deteraine the present and lonS-term effects in investment risks ^ . . . 
Tell Physical and social scientists what math fomulas can be used in their research 

HOURS OF WORK/TRAVEL 

Mo«it STATISTICIANS "work a regular 35-40 hour work week* . ' 

sSe STATISTICIANS a survey, or to father 

statistical data* 

SANPLE PLACES OF UORK 

Private industra, especially finance and insurance coffipanies - 
Federal Sovernirient agencies, especially the Departments of Comiriercef Healths Education and 
UelfareJ Agriculture? and Defense 
State and local Sovernment agencies 
Colleges and universities 



1739 HATHEHATICAL SCIENTISTSf N.E.C, 

These SCIENTISTS conduct research in basic math and use math to solve Problems in science »^ 

industry, and other fields. They study and test theories used to ^^'^ifi'-'Jf ^! J^^f^fSts' and 
look for new uses of alslebra, Seonetryf and other branches of inath. They use calculators ano 
JSute?s' and Prepiri^riphs, charts, and reports.. So«,e loo^/o'". "^ys to use Biath^in fields 
such as military Planning or electronic data. processing. Some teacn and do research at 3^ 
college or university. Many also do consulting work. 

SAMPLE UORK ACTIVITIES 

- Use math to solve problems in research, development? production, and other areas 
-'Use calculators, computers, and plotters to do math computations 

: e5^JS!atr"tf;?Tei°/hl"'of 'strS^^tf.re;°"l?.d lo^dS tffielP Plan the loading, and operation of 

- Prepare reports that describe how weight should be distributed ^i^crrsft 

- Talk with engineers and scientists to make sure that they use the proper data m their 
desii^ns of products ^ ^ . j ^ 

- Prepare reports and Graphs for product designers 



HOURS OF work/Travel 

MATHEMATICAL SCIENTISTS Senerally^^ork in classrooms and offices. Most work regular hours 
and travel inf reouently. ^ 

SAMPLE PLACES OF UORK 

Colleges and universities . . . i * ■ i 

Private industry, especially in the; aerospace,, communications, machinery, and electrical 

Fede?;i"^overnieJr especially in the'. Department of Defense and National Aeronautics and 
Space Administration 
Private research centers 
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18 NATURAL SCIENTISTS 



These workers study the principles and applications of physical ^n'^.li^e ^15! ?^?! 

involved in Pure research or in developing new Products and improved Production ■ethods. They 
lau unru in Physics I che»istry» or SeoloSy 8s Physical scientists* Others nay be life 
Sientists iho stSdy aariJultire and food pfodu^t ion, forestry, or biological sciences. Their 
of study vsry froa the exploration of energy to understanding life Processes. 



184 PHYSICAL SCIENTISTS 



These workers study the earth, its atmosphere, and outer space. They jay study the physical 
lau5 or cheaical make-up of the earth or universe. Geologists nay study the earth s crust or 
fossil full sotrSs! Physicists .ay explore Principles of liaht or energy. Chenicsl research 
and" the development of new products and druSs is another area of physical science. So»b 
SSrkers study the atilosphere while others explore outer sPace, learnina about stars and 

planets. 



1842 ASTRONOMERS 



u,c 



ASTRONOMERS study outer space to find scientific answers to ouestions about the nature .o^ t-hf 
universe. They observe the skies through larae telescopes and use spectroscopes to study lidht 
from stars, They also study radio waves, x-rays, and cosmic rays. Some use math and physics 
to form theories and math models to explain. the growth ^nd-ievelopment of sPace bodies. Most 
do research or teach. Some desiSn astronomical instruments or do consultina work, 

SAMPLE WORK ACTIVITIES 

- Use electronic devices to study stars and to find out from what chemicals liaht from the 

stars is made ... j * 

- Determine orbits of planets, moons, and comets 

- Work out navigation charts and tables 

- Determine the size and shape of stars and planets ^ 

- Determine the exact time, by observing the position of the stars 

- Study the history of stars and solar systems 

- Fiaure out the orbit for man-made satellites 

- Help desi!in new instruments for studying the stars and Planets 

- Carry out solar research and present research findings in 3 scientific report 

HOURS OF WORK/TRAVEL 

- Most ASTRONOMERS work 30-40 hours per week. 

- Some of these Jobs reouire niaht.work. . „i,^»„..=.*„n4« 

- Some of these Jobs reauire occasional travel to visit observatories. 

SAMPLE PLACES OF UORK 

- Collesles and universities ^ . ^ ^ , u x • 

- Observatories of^erated by schoolsf and other br^anizationsf and federal observatories 

- Federal dovernMnt agencies such as the National Aeronautics and Space Administrationf . the 
U.S. Naval Observetoryf and the U.S. Naval Research Laboratory 

- Aerospace firifcs ^ . 

- HuseuMs and planetariuns 
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1843 PHYSICISTS 

PHYc;TrT<?TS U5P the principles* lawsi and theories of matter and energy to help solve Problems 
Jobs in industry. Soie do consul tins! work* 



SAMPLE WORK ACTIVITIES 

- Use devices such as Users snd mass spectrometers to look at the V'^L^nif 

- Delcrite the relationship between matter and energy in math or coniPuter lacsuade 

- Use math to solve problems \^ l 

- Desisin electronic circuits? lasers? and other eouipment 

- Direct tests to measure radiation in a Plant 

- Advise doctors on how to use radiation to treat patients 

- Teach medical physics to doctors and students 

HOURS OF WORK/TRAVEL 

-Most PHYSICISTS have a standard work week. However, some Put in extra hours to meet 
'deadlines. 

SAMPLE PLACES OF WORK 

- Companies that make chemicals 

- Companies that make electrical eouipment ^' . . 

- Companies that make aircraft and nussiles 

- Hospitals and laboratories 

- Research organizations 

: ESvemmlnrieS^il^respLially in the Departments of Defense and Commerce 

- Military services 



1845 CHEMISTSf EXCEPT BIOCHEMISTS 

CHEMISTS study substances and materials. They test substances to find out wh^t they ^''^ B-ade 
of and to see how they respond to other substances. They use their k^^^^^^ 

consultinsfn and teachinsi. 
SAMPLE WORK ACTIVITIES 

- Experiment with natural and man-mad& materials to come UP with new Kinds of food, paintt 

rubber, alass, plastic or other products thpw meet food laws 

- Test food samples such'as starch, suSar, cereals, snd meat to see ir they meet tooq isws 
. Collect telt information to see if Processes and eauiPment work ProPerly 

. : 'pllf; In?§!^r;?t '^^r^A^t'^&'r^X'^^^^^^ ^ : 

: "^"^^^ 'a'nf e'nl!S;^5l tr?!?.fof//t? to solve Problen.. or to helP them sol.e 

- Usf a^^petroscope and other eauiFment to find out which elements are in.B certain kind of ^35 
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HOURS OF UORK/TRAVEL 

- Host CHEHISTS work 3 stsndsrd work week* 

SAHPLE PLACES OF WORK 

- MsnufscturinS fimsf especially those that iiske cheaiicsls snd che^icsl products 

- Colle^^s and universities ' * ' - ^ 

- Research or^lanizations ^ xt. l ^ ^ • ix 

- State and local 5overn»ent aSencies'i especially those dealing with health and agriculture 
-Federal agencies? .especially the Depart»ents of Defenses Health and Human Services? 

Agriculture? and the Interior ' . 



1846 ATHOSPHERIC AND SPACE SCIENTISTS 



These SCIENTISTS study the atmosphere (the air that surrounds the earth) and the cliaate in 
certain areas or rei^ions* Some study current weather information? such as air pressure? 
temperature? humidity? and wind velocity to predict the weather* They forecast the weather for 
the next few daWs and fo^ the distant future* Others do research or teach* 



SAHPLE WORK ACTIVITIES 



- Interpret data collected by weather stations and satellites to help forecast the weather 

- Give weather infomation to newspapers and radio and TV stations 

- Prepare weather reports and special forecasts for airplane Pilots and ships officers 

- Give out hurricane or severe storsi yarnin^s r 
~ Carry out research on a region's climate / 

- Set UP and staff a weather observation station / 

- Study ifiaps? Photos? and charts to predict future weather conditions 



HOURS OF WORK/TRAVEL 

- Many of these Jobs reouire ni^ht work* y 
-""Sonte of these Jobs reouire rotating shift work* 



SAHPLE PLACES OF WORK 



- The N3tionalr Oceanic and Atiriospheric Administration 
~ Airports 

" The National Aeronautics and Space Administration 

~ Department of Defense 

- The Military services 
~ Radio and TV stations 

- Colleges and universities 

- Private weather consulting firms 

-* Coffipanies that design and Produce weather measuring instruments 

- Aerospace firms 

r- Insurance companies 

- Public utilities 

' Engineering companies . 



ERIC 
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1847 GEOLOGISTS 

Geologists study the structure, mskeuP, and history of the ^earth's crust. Sonie study the sir 
aorf uatpr. dac, and oil supplies within the earth. Others exsmne surface rocks snd drill for 
?S?k cores to find hoi rocks Ire arrsnsed below the earth's surface. They also identify rocks 
=nS.inSrIls, conduct field surveys* draw maps* take measureisents* and record data. They help 
P^edicrerrthciSakef and f iF,d on ori deposits. Some GEOLOGISTS teach or do research. 

SAMPLE WORK ACTIVITIES • . 

4 

- Study the size? shsper ind Gravity of the earth . ^. , . ' 

- Use tools and instruments .to study the Pisterisls in the earth s crust 

- Study what is on the bottom and underrieath the bottom of the ocean 

- Carry out research to find* out where underground rocks are located ^ * 

- Identify rocksf roineralsr end ^ems ^ u- 

- Inspect sites and set up test eauipment and drillin| nachines 

- Study Lpsrcharts and photos of rock formation to find underground ^asr oil and water 

- Study Plant and snimab fossils to learn whet the earth was like many years a^o 

- Pl^n^and direct research in a Geophysics lab 



HOURS OF WORK/TRAVEL 

Many of these Jobs reouire travel to inspect remote sites* 
SAMPLE PLACES OF WORK 



Private industry 
Oil cojtipen.ies . 

Mining and Quarrying companies 

ConstTuction firms 

Private consulting firms 

Federal agencies such as the U»S» 

Reclamation 

State Government agencies 
Colleges and universities 
Research institutions . 
Museums 



G^oloGical Surveyr the Bureau of Mines? and the Bureau of 



1849 PHYSICAL SCIENTISTS? N»E»C> 

These workers study the nature and uses of different areas of the earth. They collect 
information to determine social and natural boundaries? prepare maps? and plan ways to use 
reKJSfefficiently. also may do research to find materials that miGht benefit science 

and indSstfy? 0^ control and prevent Pollution* Many teach and conduct research at a 

TolleGeo^^ These workers prepsre and interpret maPS? 

and diagrams? write reports? and may use complex instruments and eauipment* 



SAMPLE WORK ACTIVITIES 



ERIC 



Stud!:i the nature and uses of areas of the earth's surface 



Conduct research on climates? soils? 
landformsf and plant's 
Study economic? social? and 
political activities in areas 
Advise Governments snd Groups from 
different countries on ways to develop 



efficient uses of reGions 
Help determine social and natural 
boundaries between nations 
Prepare snd interpret maps? Graphs? 
and disGrams 



Study the oriGin? nature? snd location of earth features 
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♦ Make surveys of re^ionsf to 
deterirdne elevationsf drainasief and 
cliiTidte 



♦ Prepare reports that describe 
conditions which nay harm an area's 
environnent 



Do researcli to develop ways to contijgl substances which pollute the environment 

- ' n 

♦ PUn research usina knowledge of 
.math and physical science 

♦ Identify sources of pollution and 
determine their effects 

♦ Set pollution standa^rds 

Do research to find materials which miaht be of benefit to science and industry 



• Coi^duct programs for studying the 
structure of metals and other 
Rtaterials 

t Help develop materials to be used in 



products or devices 
Assian duties to staff scientists 
and engineers 
» Write project reports 



HOURS OF WORK/TRAVEL 



the pressures of deadlines and ti^ht schedules and 



Hany PHYSICAL SCIENTISTS experince 
sometimes must work overtime. - ^ ^. ,^ 

Some of these Jobs reouire travel .to remote areas to conduct field workt 



SAMPLE PLACES' OF UORK 



College and universities 
Federal agencies? such as the? 

* Central Intelligence Agency (CIA) 

* Department of Agriculture 
» Department of Commerce 

* Department of Defense 

* Department of Energy 

* Department of State 



Department of the Interior 
Environmental Protection ASency 
(EPA) 

National Aeronautics and space 
Tranportation Department 



State and Local aaenciesf primarily in the fields of urban and 

development? and community development 

Textbook and map publishers 

Travel agencies 

Manufacturing firms 

Real estate development companies 

Insurance companies 

Conimunicetions and transportation firms 
Research organizations - 
Consulting firms 



regional planning^ economic 



185 LIFE SCIENTISTS 

These workers study the life ' cycles of living thingsf including their cell structure? 
reproduction processes! and diseases. They use their knowledge to improve the health of living 
things? increase crop production? or manage natural resources such as forests? for examplet 
They research diseases^ testing drjugs and other cures. They may also work as consultants to 
individuals and industries concerned with the health and productivity of living things. 
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1852 FORESTRY AND CONSERVATION SCIENTISTS 



/ 



These SCIENTISTS are concerned with the developuientr preservstionr and use of forest resources* 
Thpy study forest conditions and plan ways to ensure that forest resources meet present arid 
future public needs. They develop ways to protect resources against firer insectsr diseases? 
floodsf and erosion. They do research^ to discpver^scientific principles ^nd facts needecT for 
dood forest jnana^ement . They also, seek to develop new and better methods^and tools for 
ronsprvin^ resources. Many of these workers spend 3 ^ood deal of time working directly with 
farfeersf ranchersr and other land managers in developing conservation pro^raros. bone teach at 
colleges or ijriiverities. 



SAMPLE UORK ACTIVITIES 



- Carry oat s|tudles on tress 

» Study the life histories and 
disease's of different kinds of trees 

♦ Try to find out how different types 

of trees adJust to changes in soil and 
climate 

- Manasie and develop forest lands 

. Map forest areas 

. Estimate the amount of timber in a 
forest 

. Manage the sale of timber 

♦ Do research into^ways to cut and 
remove timber without waste 



. Conduct fire prevention programs 
• Plan .campsites and recreation 
centers 

. Help plan and carry out projects for 
flo&d control and insect pest control 



supplies* 

Develop ways to control poisonous 
plants 



Do research in seed production 
Develop ways to iieasure and identify 
trees 



- Do research to firrd ways to solve ran^e problems that affect livestock and wildlife 

♦ Study ran^e lands to determine the 
best ^r'azin^ seasons for livestock 

♦ Plan and direct ran^e improvementsr 
such as fencin^y corrals? and water 

- Establish and care for forest stands. 

» Manage tree nurserie^' 

♦ Thin forests to encourage the Growth 
of seedlings 

- Plan ways to control soil erosion 

» Conduct surveys of farm and mining 
land 

♦ Plan ways to conserve soil 

- tfb research^on ways to treat and process wood and wood products 

. Develop ways to preserve and treat 
wood so it will resist insects and 
fire 

. Look for ways to turn waste wood 
materials into useful products v 

- Plan and conduct programs to inform th^^ public of the historical and scientific features of 
public parks ' . . 



. Take photographs for use as displays 
. Conduct field trips to point out 
park features to Groups of people 



HOURS OF WORK/TRAVEL 



4 
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These SCIENTISTS Generally work regular hours in offices-* Isbsf or clsssrooi'is. Thea also msu 
spend 3 ^ood deal of, time doin^ field research. ^Thea travel to conduct surveys? i.ieet with 
landowners? inspect forest areas? and do field researach. 
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SAHPLE PLACES OF WORK 



~ Federal Governiieht s^encies* including those in the 



. U«S. Dep3rt«erit of Agriculture's 
Sbil Conservation Service 

♦ Department of the Interior's Bureau 
of Indian. Affairs 

• National Institute of Health 

' State and local ^overnoient agencies concerned with forestry and conservation 

- Colleges and universities 

- Private industry \ 

- Nor?profit research organizations 

vRursl bsnksf insurance fims? and nort^a^e co*P3nies 
'-fijbTic utilities 
Luiiber and paper companies 



1853 AGRICULTURAL AND FOOD SCIENTISTS 

These SCIENTISTS study Ways to produce foods? fibers? and other far* products^ They also, look 
for new and better ways to ikana^^ and protect these natural resources # Many do reseajrch in 
labs to increase ourAnowled^e of living things and to apply this knowledge to increase crop 
yields* Soiie do research on the breeding? feeding? and diseases of far* aniBials. Others 
concern themselves with insect contT;ol and soil Adna^eMentt . 



SAMPLE WORK ACTIVITIES 



Develop new ways to ^et crops to, produce more per acre 

Carry out research to find out how to liBiit diseases in plants and aniiials 

Do research to determine what kinds of foods different aninals need . 

Study how different types of feed effect the amount of milk cows will slive N 

Perform chemical tests 'on soils to see what kinds of fertilizer are needed ^ 

Do research to find better ways,tio crossbreed animals or ppants to produce better stock 

Develop ways to improve the flavor? color? texture and food value of animal and plant foods . 

Study the causes of diseases in plants and animals and how to control them 



HOURS OF WORK/TRAVEL 



- Most of these Jobs involve a standard 40-hour work week* 



\ 



SAMPLE PLACES OF WORK 



Federal ^overnmernt agencies? especially in the U*Si 

State agricultural experimenta,l stations 

State agricultural colleges , 

Fertilizer companies 

Food processing industries I 

Private conservation businesses 

F^riTi iTtana^ement agencies 

Larde crop and dairy farms , . 



DeF^artment of Agriculture'' 
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/ 1854 BIOLOGICftL SCIENTISTS 

BIOLOGICAL SCIENTISTS study living things. Kshh- are involved -^'X^^'^'^f^'^X^^^^^^^^ 

Tu«.. i-K^^Atxrs^ T^Qcoarrh fn ^aifi inforuistion about living tninss tnat can oe ysea t,q so^yc 

jSurnafs, WC^^^u^ inspect foods, dryas and other Products.. 

SAMPLE WORK ACTIVITIES ^ . , . ■ 

- Study pi sf.ts and animals that live in the water,- such as seaweed, worRisr/cla'ii.s, ftussels, and 

- cSndlct research to find out what.ef/ects foods,'dru^s, and horiBone^ h/ve on living tissue 

- Study the origin and development of plants and animals , . . / 

- rnnriiipt research to find out how the brain transfers information , / ^ 

- %udf the^ffeSs of r3inf3ll7tempera climates 'and soil on plarit powth 

- Use a micr^cope tc st^^^^^ the cliis of plants and artimals divide into new cells 

: t"ait1%^!^^^a:^"'e%o^^if"an^resis•tance to disease are Passed alon. to offsPrin. 

- Observe the action of bacteria upon living t.issues of Plants and animals 

HOURS OF UO,RK/TRAVEL 

-BIOLOGICAL SCIENTISTS. Generally have re^>}ar 40,-hour work weeks. However, many work extra 

- sSme'BIOLOGICAL SCIENTISTS, such a^ 'BOTANISTS, BIOLOGISTS, and ZOOLOGISTS, sometimes take 
field trips which may involve Physical labor and primitive Uvin3 conditions. 

. ' ■ ■ ■ '• • I 

SAMPLE PLACES OF WORK 



- Colleges and universities , 

- Medical schools \ ^ ^- ' 

- Agricultural experiment stations-^ • _ . . 
-Federal agencies, especially in the Department ot; 

Interior, and the National -Ijistitute of Health 

- State and local Government agencies _ ' • , j , 

- Privlte lindustries, especially druG, chenjical, end food cjompani 

- Nonprofit research organizations and founijation^ 



l^^riculture, . the Department of the 

' . ' ... 

es • \ 



X" 1855 MEDICAL SCIENTISTS 




conduct research to 
structures of 
parasites? and 



SAMPLE WORK ACTIVITIES 



: f^'^'^^'V^'^'^ tS^^^^^^^^^^^'^^"^^ t^- into 

- LoSk'at'tissue under a 1..icro9coPe to'see if it is diseased W write a report about what is 
■- Study the habits and life cycles of animal .4rasites, such as tapeworms and flukes 

- Develop me-thods ^rid agents to co»bat parasite? ■ xL.. „nd=.r.= w ticqupc: 
-Conduct experiments With •ice and rats to see how dru^s affect their ordans and tissues 

* ^tdeifiics are present . . ^ - 



HOURS OF WORK/TRAVEL 



(No Inforcfistion) 



SAMPLE PLACES OF WORK 



/ Medical school^ and hospitals 

- Colleges and universities 

- Governwent and private research firis and laboratories 

- Drui^ companies 

- Federal! state and local ^overniaent asiencie^ 

- Water treatuient plants 




1899 SOCIAL SCIENTITSTSr SOCIAL UORKERSf RELIGIOUS UORKERSr AND LAWYERS 



These workers are concerned with understanding huMn behavior and providing services to insure 

the well-bein^ of groups and individuals* They »3y provide M^tor ical — tb«wtfitic3l_ 

inforiistion ibout behavior or they nay be involved in social service pro^rsns* They say 
organise social and religious activities! oversee social welfare pro^r3»sr or counsel clientSt 
Soihe are economic or urban planners* Others represent individuals' le^al rights in courts* 



19 SOCIAL SCIENTISTS AND URBAN PLANNERS 



These wnrFpFr^^nffiip" >^ni.j^ri HoKra^Mrtr^anH needs* They may study pabl ur HV beu l eConoiiG -* 

political r or social behaviors* fhpi r "^'^^^'^^"''f^'*"^^ used to influenc e ' soc ial 

policy and planning* They aay /influence economic policy? political Plans* urLidii end rural 
Planning* Hi|5toricalf economicf and social factors are considered in understandm^ and 
Planning for future needs and development* 



191 SOCIAL SCIENTISTS 



These worker^ study human behavior? interactions? institutions? and history* They may study 
the economic or political structure of a society to determine new policies or actions* They, 
may '^tudy history to relate past jsnd present events* Some study human behavior as people 
interact to deal with problems^ Others provide individual and ^roup counsellor. Social 
scientists consult with businesses? institutions? and individuals to solve problems* 



1912 ECONOMISTS 

ECONOMISTS study the way a societ*^ uses resources such as land? labor?/ raw materials? and 
ma-hinery to provide roods and serviu-es* They plan and conduct research to determine the co«".ts 
and benefits of making? distribulmr? and* usinr resources in a particular way. Some deyeiop 
theories and models to explain problems such as inflation* Most? however? apply their skills 
to solve problems in a certain area? such as finance? labor? agriculture? or health* , They nve. 
econo(?»ic advice to business firms? insurance companies? banks? and others. 



SAMPLE* WORK ACTIVITIES ^ 

- Plan and conduct research to help solve economic Problems of a business or industry 

- Collect and study data in areas such as finance? labor? or trade 

- Design methods and procedures for collecting and processing information 

- CoAPile'^ information about the employment? productivity^ ijaTes and hours of workers 

- Write reports on the results of market research studies^ 

- Collect information about customers' buying habits . / 

- Prepare charts and Graphs that help describe economic trends 



HOURS OF WORK/TRAVEL 

- Many ECONOMISTS work under pressure of deadlines? ^ i^ht schedules? and heavy work loads? and 
sometimes must work overtime* 

- Some ECONOMISTS travel to collect information or attend conferences - — - ^ ^ 



SAMPLE PLACES OF UORK 



- Private industry? including manufacturing firms? banks? insijrance companies? investment 
O companies? economic research firms? and management consulting firmi» 
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Collesies and universities 

Federal f state f and local sovernirient asiencies 

Private consultinsi fir«s 



1913 HISTORIANS 



uTCTfiCT^MQ c+iiHw anH ripcrrihp F^ast Bventsv institutionsf ideasf and peoplet They locate and 
SJIlSatf \ist'o?iSl 'lvidence?'Thir?tSd^.'e3ch Piece of evidence "-"^^^^il^ •«tj,J^''5,J^lJ^ 
domiino TheM al5o try to fisiure out whet this evidence leans • So»eti«es thea develop 
fhlnVilk to oyilai n the iiportlnce of facts i_ar«L44^4o-pei«t* -ctm-wtt eveftV&-4o-PJ5t^vents^ 
While Sost HISTORIANS uIcAr^^^ So«e. serve as consultiHls" to 



SAMPLE WORK ACTIVITIES 

" Carry out research on subjects s uch as p ast wats or cultures 

- TrsceJ^fr-hi^^OTTtrr^vTOpisent of a field such as P^'ilf*'"='^'« 1""?*^*^^^^^^,.,^ lifp 
-^--BTydyri^ws^ccounts, diaries* and personal papers to write a book Ifbout a person s life 

: ^ "^^"^^ ay'%^^?r'?ejSrl%Tevidence cf births, ..rria.es, and deaths to 

- Tslk^with^^PeftTor witnesses to father inforijstion J^ouV historical events 
-Advise filiunakers about the use of costun^s and sets for fil»s that portraa the past 

HOURS OF WORK/TRAVEL 

- Sonie HISTORIANS travel to collect information and attpnd iieetinas# 

SAMPLE PLACES OF WORK 



- Collesies amJ universities 

- Archives? libraries and »usue«s 

- Research and educational organizations 
Historical societies <* 
Publishinsi firws 

- Lar^e corporations 

- Federal asiencies includinsl thet 

t National Archives 

♦ Sfiithsonian Institutions 

f General Services Adiinstration 

♦ Departments of Defense and the 
Interior 

^ National Aeronautics and Space 



Administration 
Central Intellislence Agency 
National Security Agency 
Departments of Aslriculturef 
Commerces Enefsiy> and Transportation 
State and loCal Government asiencies 



1914 POLITICAL SCIENTISTS 

POLITICAL SCIENTISTS study slovernments and how siroups form? develop? operate? and interacts 
Sole specialize in political theory or Philosophy. . Most concern themselves wi^^h ^^^e structure 
a?.d operation of Government units, such as the Presidency, Congress, and the Judicial system. 
They also study Public opinion, elections, and sPecial interest GrouPs. They try to he 1^^ 
slovernment leaders develop policies and plan proslrams to meet society s needs. Most POLITICAL 
SCIENTISTS teach or do research and consultinsi work. 
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or- 



SAMPLE WORK ACTIVITIES 



- Studv aoverntent Groups and develop theories to explain their behavior 

- Talk with aovernaent leaders to find out about current events 

- Studv public laws to aet information to write a report 

- Desisin and carry out Public opinion surveys 

- Write reports 3bout the findings froii political surveys 



HOURS OF WORK/TRAVEL 



-Some POLITICAL SCIENTISTS work overtime when they Rust leet deadlines* 

- Many POLITICAL SCIENTISTS travel to interview^ peoples conduct surveys? attend teetin^s and 
conferences and present reports* 



SAMPLE PLACES OF UORK 



- Colleges and universities 

- Government agencies- 
~ Consult injJ firms 

Political organizations 

- Research institutions 

- Public interest siroups 

- Business firms 



1915 PSYCHOLOGISTS 

PSYCHOLOGISTS study the ways people behave and think* They seek to understand and explain 
ppople's actions* Some do research* They use lab experiments? tests» interviews? and surveys 
to aet information about the ways people think and behave* Others conduct training sessions^ 
do market research? help disturbed patients? and design hutoan-machine systems* Most work in 
schools? where they teach? counsel? and do research work* These are Just a few examples of the 
things PSYCHOLOGISTS may do* 

SAMPLE WORK ACTIVITIES - 

- Study people's and animals' behavior to help understand the ways they solve problems 

- Design ways to help people run diff icult^machin^s ^ . , u ♦s^r.^^ 

- Design and carry out research tovfind out how people and animals remember tninss 

- Give tests to measure how well people learn new things 

- Help people work out their personal problems 

- Treat mental problems by usinM psychotherapy 

- Collect data about the ways that poople behave at work 

- Study the effects of treatment programs in a mentcl hospital 

- Conduct scientific experiments , x c x w 

- Develop theories to explain what things cause people to be motivated 
Plan school programs to teach Sifted and disturbed children 

- Write technical reports and Journal articles 

HOURS OF WORK/TRAVEL ^ 

- CLINICAL AND COUNSELING PSYCHOLOGISTS often must work in the evenings* ^ ^^a^. 

- PSYCHOLOGISTS in Government and private industry sometimes work overtime to meet deadlinest 

- Many PSYCHOLOGISTS travel to attend conferences or conduct research* 
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' SAMPLE PLACES OF MORK 

- Educdtionsl institutions -especialliif colleges and univet sitiesf but also elenentsr^ii and hi^h 
schools 

- Hospitalsr clinicsr rehabilitation centersr nursinsi hoMSv and other health facilities 
r Federal r stater and local iSovernient agencies 

- Research organizations 

- Hana^enent consulting fins ..." ■ 

- Harket research fins 

- Businesses 



. ^ 1916 SOCIOLOGISTS 

SOCIOLOGISTS study huian societv^ and social bchaviorr they examine the Groups that people forft* 
These droups include fdAiliesy tribesr coMunitiesr and^ovtrratntsr as well as a dreat varietvi 
of socialf reli^iousp business p and other organizations* Thevf study how these Groups behave 
and interact* They also trace their be^innin^ and Mrowth and try to understand the influence 
these Groups have on people* Host SOCIOLOGISTS conduct rtsearchv do consulting workv and 
teach* 

SAHPLE WORK ACTIVITIES 

' Design and test wav^s to collect information about stall Groups 

- Collect and study data about different social classes 

- Carry out surveys to find out how «uch cri*e occurs in a certain area 
" Advise lawnakers about problens such as drud abuse and theft 

-* Plan research to find the causes of poverty and criM 

- Write reports about the behavior of prisoner Groups 

- Study how city and rural coMunities differ 

- Do research on the Growth and developnent of cities 

- Study social factors that affect health care 

HOURS OF HORK/TRAVEL 

- SOCIOLOGISTS in dovernient agencies , and private firfts soietiMS work overtine to neet 
deadlines* ^ , 

- Soiie SOCIOLOGISTS travel to collect data for research projects or attend professranal- 
fteetinds* 

SAMPLE PLACES OF HORK 
-* Colleges and universities 

- Governiient adenciesv at all levelsr especially those which deal with such subjects as 
povertyr public assistancev population policy r social rehabilitationr coMunity developnentr 
and environmental iipact studies 

- Corporations 

- Research fins 

- Consulting fins 

- Welfare or other nonprofit orifanizationS 
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1919 SOCIAL SGIENTISTSf N.E.C. 

These people use their knowledge of the social sciences to collect infornation about present 
and past cultures and to find ways to solve social» political» or military problems, For 
exanple* soi»e study the various hunan races to learn how and where they beSan and how their 
customs developed. They try to find ways to explain differences m people s lanSuaSesf 
behaviors* and physical characteristics and why some cultures died away. 



192 URBAN AMD REGIONAL PLANNERS 

These people develop proaraois to provide for the future Growth and developnent of cityr 
suburban* and rural communities. They study the lona-ran^e needs of a community for _housinaf 
transportation* and business sites. They then propose, ways to Bieet those neeos. Jhey also 
prepare materials that shew how these programs can be carried out and what they will cost. 

SAMPLE WORK ACTIVITIES 

- Compile information about the economic* social and physical factors that affect land use in a 

- Prepare Graphs snd reports that describe factors that affect land yse 

- Talk with cofftiriunity leaders to develop plans for building new facilities 

- Plan a city renewal project ^ 

- Study ways to best use old city buildings 



HOURS OF WORK/TRAVEL 



Most of these Jobs involve a standard 35-40 hour work week* , 

URBAN AND REGIONAL PLANNERS sometines must attend evening or weekend meetirt^s or public 
hearings with citizens' Groups. 



SAMPLE PLACES OF WORK 



Cityf county? or regional agencies =^ ^ ^ x x- - • « 

State and federal agencies that deal with housm^f transportation? Or environiental 

protection 

Consulting firms that provide services to private developers or Government agencies 
Land developn^ent companies ' 
Research firms 

Colleges and universities - ' 



20 SOCIAL, RECREATION? AND RELIGIOUS WORKERS 

Social? recreation? and religious workers plan and develop programs to meet the needs ^of the 
Group or community they serve* They may investigate needs and counsel People with ^^f.^Q^fl o[ 
employment* problems. Others plan, promote, and conduct recreational and educational 
activities* Some administer the spiritual needs of individuals and Groups, both m reliGious 
services and social activities* 



203 SOCIAL AND RECREATION UORKERS 



Workers in these occupations coOnsel people in need or help people, plan and enJoy recreational 
activities* So»e work with people who have financialf fa»ily» or behavior problems* They help 
clients understand their problems and find ways to deal with the** Others work in such places 
as suMer ca»ps> parks > correctional institutions* or hospitals* They »ay organize sports or 
craft activities or help people develop recreational skills* 



2032 SOCIAL WORKERS 

SOCIAL WORKERS counsel and aive aid to people who need help* For examplet they help people who 
are poor or ill orimg" have housing* faifcily» ^or behavior problems* They talk viith people to 
understand their problems and to plan ways to help them. They. plan activities and services for 
childrenjL teena^ersf adults? and older persons* They provide information and referral services 
in marTlreas^^^^ advise on child care /and place children in foster homes* They aUo help 
patients and families cope with illnesses. 

SAHPLE WORK ACTIVITIES • ^ 

Supervise volunteer workers who provide services to people 

- Talk with clients who are unemployed to see what help they need 

Help families plan ways to solve their problems " ^ u -i 

- Gather information about clients from their employment f medical > and school records 

- Determine if clients can meet reauirements for Public aid 

- Counsel parents who have problems rearing their children 

- Investigate homes to see if children are well cared for . 

- Plsce children in foster or adoptive homes ^ 

- Arrange for unmarried parents to aet medical and counseling services 

- Counsel couples who have problems with their marriages 

- Arrange for people to ^et Job training ^ i. 

- Develop programs in a community center or youth half-way house 

- Counsel Groups of youths who are in dani^er of becoming delinouents 

- Arrange services for disabled patients to help them become self sufficient 

- Help families deal with a disturbed family member 

- Counsel children who have problems copina with school life " 

- Write reports that describe clients' problems and pro^Sress 

- Help needy families find low income housing 

- Keep track of and assist law breakers who are on parole or probation 

- Organize programs to prevent or treat drua and alcohol abuse 

- Advise homemkers on how to prepare foods and mana^r money 

HOURS OF WORX/TRAVEL 

Host SOCIAL WORKERS have a 5-day > 35-40 hour week. However » they may have some overtime 

work. ... . X ^ . 

- Some SOCIAL WORKERS work parttime* This is particularly so for those in private, agencies* 

- Many SOCIAL WORKERS^'work evenings and weekends to meet with clients* attend community 
meetinisf and handle emergency situations. 



SAMPLE PLACES OF WORK 

Public and private agencies* iocludin^sState departments of public assistance and community 
welfare and relisiious and volunteer organizations _ • * : 

State and local government agencies involved in social policy deveiD???«*nt &nd planning* 
community organization* and administration of welfare programs 

Schools * . , . . 

Hospitals* clinics* and other health facilities 
Businesses and industries ... 
Federal government agencies . 
The United Nations 
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2033 RECREATION WORKERS 

These people Vlan, organize, and direct activities designed to help people enJpa their^free 
ti»e. They work in such Places- as suiter caups, parks, plaaarounds, or pecreation centers. 
They nay work with children or adults o^ with special Groups, such as prisoners, hospital 
patients, soldiers, or the aSed. Soiie plan and direct activities, such as hikes, cookouts, and 
camp fires, or teach people how to swim, ride hofseback. Sail, or play aa«es. Others oraanize 
activities such as arts and crafts, sPorts, iiusic, dranatics, and dancinS. 

SAHPLE WORK ACTIVITIES 

Plan hikes and cookouts for children ai a summer caiiip - 

- Show children how to use canpin^ eouipment , - 

- Instruct caBipers in backpacking? nature study? and outdoor cooking* 

- Plan team sports events • j • i « « 

- Instruct campers in skills such.^s canoeing? sailing? archery? and animal care 

- Organize? lead? and referee ^aKS 

- Study a conmunity's recreation needs ^ 

- See that recreation eauipaent is kept in ^ood repair ^ - m,s^ 

- Coordinate recreation programs in an institution w?.th activity Prq^raas in other agencies 

~ Organize and promote intexest in activities? such as arts and crafts? sports? 0a»es# and 

- Mork-^with"^ others to plan and conduct neighborhood sports events 

HOURS OF UORK/TRAVEL 

- RECREATION WP^KERS may sometimes work during evenin^s^and weekends, \ 
-Some recreation workers work part time. RECREATION WORKERS at summer camPS may have tc find 

other Jobs during cooler seasons. 

SAHPLE PLACES OF WORK 

- State? county? city? and private parks and recreation centers 

- The YMCA? Boy Scouts? Girl Scouts? and other organizations that sponsor camps ^ 
" Church Groups that sf>onsor camps o ^ 

- Government agencies that sponsor recreational programs ^ 

- prisons? mental hospitals? and other institutions 

- Military services 



204 RELIGIOUS WORKERS ' 

Religious workers include clergy 3nd other worl^ers who provide help and services to Members .of 
a religious community or ^roup. Clergy interpret doctrine? conduct services? end administer 
sacraments. Other religious workers perform social services^, help organize and conduct 
activities? and administer educational programs provided by the religious 3roup. 



\ ^ 2042 CLERGY . 

CLERGY serve the spiritual and religious needs of people* CLERGY include HINISTERS? RABBIS? 
and PRIESTS in the Protestant? Jewish? Catholic? other faiths. Their specific duties depend 
upon their faiths. However? most CLERGY conduct religious services and deliver sermons? 
Suet leddinSI and funerals? visit the sick? helP the Poor. . comfort the bereaved? counsel 
those who need guidance? and involve themselves in community affairs* 



89 



SAMPLE KDRK ACTIVITIES • , • 

- Lead a conSrefliation in worship services 

- Prepare and deliver sermons and other talks ^ u i ^ w 

- Oversee religious education proSransf such as Sunday School and youth droups 

- Interpret ^'doctrine . x x # ^ 
-Instruct people who. wish to convert to a faith 

- Perform weddina ceremonies 

- Conduct funeral services / 

- Visit the sick and the^aSed 

- Teach in a seminary school. 

- Counsel people who need spiritual guidance 

- Urite religious articles for publication 

- Do missionary work at home or abroad ^4i4*»,»o 

- Counsel a chaplain in a hospital or school or on a military base 

HOURS OF WORK/TRAVEL / 

- CLERGY often have lona and irregular hourst Many are "on call' at all hours 

- CLERGY often work during ^evenind hours? weekends? and holidays. ^4«*ar^««« 

- CLeSy in t[5e military services and those in missionary work may travel lond distances. 
Others may travel to attend meetings and conferences* 

- Some CLERGY members work part-time : ^ . - 

SAMPLE PLACES OF WORIt 

- Churches 

- Hospitals and other institutions 

- Military services 
-Colleges and universities 

- Jewish community service agencies 

- Seminaries 

- Foreign missions 

- Monasteries ; 



2049 RELIGIOUS UORKERSt N»E*C. 

These people provide services to members of reliMious^roups» Their^Job du^iies v^ry. Some 
call on families to aive support and nonmedical care to church members who are ill.. Some plan 
and direct activities to meet the religious needs of college students^ Some direct church 
Mhool ^?S5ralrfor yoSths^ Some PeVform special religious rites.. Some counsel clients Hho 
have had disturbing experiences. 

SAMPLE WORK ACTIVITIES 

- Give nonmedical care to patients as a CHRISTIAN SCIENCE NURSE 

. Call on families who have members Christian Science^ sanatorium 

who are ill • Practice spiritual (or faith) 

• Provide care to. patients in a healing, through prayer 

- Direct activites at a college or university to meet the religious needs' of students 

\ Assist aroups in promoting marital t health f and reliiious 

understand between the various faiths problems 

. Interpret school Policies to . Conduct conferences and courses 

• Si iliJSl wXf s ^ni>^^^**5 '^•^'^l* understand 
. Counsel and advise students on different faiths. 

- Plant orslanizer and direct a church school proia ram 



• Develop study courses and supervise 
^ teaching staff 

• Plan church activities and projects 
• .Vi&it church members to stimulate 



their interest in church and 

educational programs 

Order and ^ive out school supplies 



Circumcise Jewish male inf antsy according to Jewish law 



Review family medical histories to 
determine if infants mi^ht have a 
bleeding problem 

Examine infants for infection and 

other conditions 

Sterilize surgical instruments 



Use a scdpel to perform 
circumcisions 

Recite prescribed benedictions and 
announce the Hebrew names of children 
who have been circumcised 



Conduct counseling sessions to relieve clients from the effects of past experiences 



f Question clients while they are in 

contact with a special meter 
♦ Listen to clients' responses to 
. Questions and watch the indicator 
3 needle on the meter 



Interpret the movement of the needle 
to determine if the proceduije is 
working 

Compile notes on clients' responses 
during sessions 



HOURS OF UORK/TRAVEL 



These, jobs may rectuire evening ahd weekend work» 

Many of these Jobs reauire local travel to call on church members and attendchurch and 
community meetings # 



SAMPLE PLACES OF WORK 



- Churches and syna^o^ues 

- Christian Science Sanatoriuns 

- Colleges and universities 



21 LAWYERS AND JUDGES 



Lawyers and Judges st^dyf interpret? and decide le^al duestidns* Lawyers study the lawr 
examine evidence and witnesses? present cases in court* and draft leSal documents* Judges 
study the lawr interpret the lawr and make le^al decisions in court after hearing lawyers 
, arguments! 



211 LAWYERS • . 

LAWYERS advise individuals and businesses on le^al matters* They consult with clients to 
determine the details of problemsr advise them of the Iswr and su^^est action that misht be 
taken* They also study and interpret laws* draft le^al papersr and represent clients in courts 
of law* Many LAWYERS specialize in a certain branch of law* Some help write laws and 
establish ways to enforce them* A few teach or hold manaiSement positions* 



SAMPLE WORK ACTIVITIES 



- Gather evidence in a divorce case to beiSin a le^al action 

- Talk with clients and witnesses to Set the facts of a criminal case • ^ 

- Present evidence in court against a person accused of a crime 

- Recommend, changes in the wording of insurince policies to make §ure they conform with the law 

^^^J^udy^the^Const^ and other laws to build a defense for a corporate client 

r-ni^epare applicatiOTis for patents 
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- Draft wills and dteds of trust to help clients Plan their estates 

- Draw UP leasts for rent*! property 

^ Advise clients on estates !fiftv and excise taxses 

- Prepare cases for trial 

- Prepare Questions for the law board exa* 



HOURS OF yORK/TRAVEL 



LAWYERS often travel to attend leetinisr Mather evidence? or appear before courtsr law 

bodies r and other authorities • • ^ - ^ * ..^ 

Independent LAWYERS, lay work irreiular hours while conducting research? conferring with 

clients? Qr preparing briefs»^ 

Hanw LAWYERS work tore t{ian 40 hours Per weekt 

Soie LAWYERS work part-txMt 

The work of TAX LAWYERS law be seasonal* 



SAHPLE PLACES OF WORK 



Law fifiks and private practices ^ 
Federal? state and local dovernients 
Public utilities 
Transportation fins 
Banks 

Insurance conpanies 

Real estate a$encies 

Manufacturing fins 

Welfare and religious organizations 

Businel^s firas 

Law schools 



2f2 JUDGES 



Judtei preside over courts of law and hold official hearings to settle leial disputes* Thew 
listen to cases beina presented? exanine evidence? advise the lawyers and Juries? and set fines 
or sentences* In soie cases? they decide verdicts* They lay also p^erfon larriaiSe cerejionies 
and carry out lefial research^ Also included in this droup are officials?^ such .as HEARIII6 
EXAMINERS AND ARBITRATORS? who do not preside over courts? but who do render decisions, which 
have standini^ in courts of law* 



SAMPLE WORK ACTIVITIES * 

^ > ■ ■ 

- Set'^rules of Pi^cedure for use in court heariniSs 

- Read or glisten to charsles lade against people in court 

- Settle disputes between opposini attorneys 

- Sentence people in criminal cases ^ u x ^ w # J 

- Conduct hearings to deteriine if there is reasonable and probable cause tc hc</.d defendants 
for trial 

-Instruct the Jury to pay attention only to the facts froi evidence presented 

- Research laws? regulations? and policies to prepare for an appeals 4K«a rind 

- Question witnesses . . ^ , 

- Preparj^ written decisions on cases or opinions on points of law 

- RecOMiend that co»proiise settleient offers be refused or accepted ^ ^ 

- Decide if injured or disabled persons should Met uneftPlowMnt or welfa.re benefits 



HOURS OF WORK/TRAVEL 

- SoM JUDGESf such as JUSTICES OF THE PEACE and NIGHT-COURT HAGISTRATESf Ferfom dutits at 
rdiht* Oihtrs kttF rtiular offict hou^s. 
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SAHPLE PLACES OF HORK 

- Federal f statei and local court systeis 

- Federal? statei and local goverrment agencies 



/• 

/ . 



/ 



ERIC 



93 



75 



2199 TEACHERSi LIBRARIANS; AND COUNSELORS 

^idn* 



These workers are concerned Uith educstionsl inforiisticin* They nay provide instruction at all 
levels to people with tahy different educational needs* 1 They man teach acadenic or vocational 
subjects* They Bay collect and catalog inforiatiqn in the for; of bpoksr iia^azinesp and 
artifacts for study or reference use* Other workers »ayi help people determne educational or 
vocational ao3ls and help then develop Plans to neet those ^oals* 



/ 



22 TEACHERS COLLEGE r UNIVERSITY r AND OTHER POST SECONDARY INSTITUTIONS 



^7' 



These people conchjct classes for students at a college and uniyersixy* They teach one or mgre 
subjects within a certain area* Thea prepare and 3ive lectures and lay conduct sfemnars or lab 
sessions* They lead class discussions and prepireF aiver and ardde exa^s* , They Bay direct 
research pro^raBSr advise students^ and wdrK with coBBittees to Plan and revise courses and set 
decree reouireBents* They Bay do, research and publish their findings in books or Journals* 
SoBe act as heads of departBents* 



\ 



SAMPLE HORK ACTIVITIES 



Teach courses iti a subject area such as econoaics^ ,cheBistry? Bedicine* 0r philosophy 

Prepare and deliver lectures * v / 

CoBPiie lists of reading Baterials for students to use / 

Lead class discussions ' / ^ 

ppfeparef aive> and ^rade ex3BS v / 

Direct the research work of fJiaduate students , . _ / 

Do research and publish the findinSSv in professional Journs^s 
Do consult(in^ work for ^overnBent or industry . ' 

Arrange class schedules 

Assign teaching staff to conduct classes ' ^ 

^Prepare departkental budgets 
. Interview applicants for teaching positions 



vide their tiBe aBond 



HOURS OF WORK/TRAVEL 

College faculty, BeBbers Generally have flexible schedules and ^i 
teachin^f research^ and adBinistrative duties* / " . « 

Soie faculty neBbers work part tiBe* At Bany colleges and universities! faculty work 9 or 10 
Bonths of the year and have suBBer Bonths free* They nay work? travel p study? nt pursue 
hobbies in the suBBer* ''They also have other breaks during otner schooL holidays* 
SoBe faculty BeBbei^ teach^ courses or take part in other school and student events during 

evening hours* . . \ xx * • i 

So»e faculty BeBbers Bay travel to do research and attend professional Beetin^s* 



SAMPLE PLACES OF WORK 



Colleges and universities 
Junior colleges ' 
Technical institutes 



2232 HEALT^ SPECIALITES TE(l|CHERSf NtEtCt 



These people teaeh courses in health specialities* They Bay spftqlalize in teaching, anatoByr 
dentistry^ hy^ienet lab technolo^yp nursin^t pharBacyp therapyp or v^erinary Bedipine* , They 
prepare and fiive lecViresp cohduct artd supervise lab workt and direct seBintffs* They prepare 
and aive exaBSp evaluate student pro«ress> and keep studelmt records* >Jhey also help Plan 
courses of studyp teachinsi schedulesp and course outlines* .4 



SAMPLE WORK ACTIVITIES 



Teach patient care to nursinsi .students 

* * * 

. Lecture to ^tudent& on subjects such 

3S biology' and chenistry 
/* Conduct 'and supervise leb work 
. Assign tasks to nursing students 
• Direct seiinara. and pafhels 
. Prepare and ^ive exans 



Ev^lu3te student proslrams 

Keep records of students" classroofi 

and clerical experiences 

Help plan courses of study? teaching 

schedulesr and course outlines 



. HOURS^OF WORK/TRAVEL * 

HEALTH SPECIALITICS TEACHERS May teach soine classes during evening or weekend hours. 
^ ' ^ / 

SAMPLE PLACES OF WORK , V 



' NursinS schppls 

- Schools of veterinary medicine 
" Medical schools 

- Dental schqols 

- Schools of ^Dental hygiene ^ 
-rTherapy schools 

- Schools of Phariiacolo^y 



22|a TRADE AND INDUSTRIAL TEACHERS 



enter. The^i prepare 'coursesf aivel*«45.» snd evaluate student perfomsnc^. 



S^HPLE WORK 



- Instruct new 



Teach 

police 

aoverr 

other 

Evalue 



courses in police science* 
ethics» investigation tethodsr 
(iientr lakrt self defense » and 
ffreas related^o" Police wo^k 
te-students' 4est results and 



HOURS OF 



SAMPLE P! 



ACTIVITIES 



and experienced police officers in the different phases of police work 



c 1 ass r 0011 performance 
Prepare/ evaluation reports 
Drill police officers to prepare 
them for parades or sinilar events 



M^JRAVEL 



Sose of t^jese Jobs may reauire work durina evening or weekend hours^/ 



ACES OF^MORK 



ERIC 



- Technical^ voodtionalr and industrial schools 

- Businesses anrf industries that proyide worker training 

- Governifceni a^iencies- ; 
^ C'olice acao?»ies 

- liliiary s^Wicts 



I- / 
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2249 TEACHERS? POST-SECONDARY, N.E.C. 1, \ 

These workers teach nilitary and police science. Thew »ay teach in Reserve Officer Training 
Corps pro!lraiSF covering such subjects as weapons deployienti naval science* defense concepts? 
and aerospace, science. Others teach probationary and Werienced policeien; covering, such 
areas as investigative lethodsi self-defense? comiunity relations? and care of firearts* They 
evaluaMT test results and student perfomance* 



SAHPLE WORK ACTIVITIES y ; \ ^ ^ 

- Teach military subJectsij such as eiployment and deployment ofj^e^pi>ns? tilitary aspects of 
Geopolitics? and defense concepts / i\ \^ 

- Teach in Reserve Off icerf Training Corps pro^rais ^ • k ^\ \ x- 

- Specialise in teaching \subJect5 conserned with a particular br«r)chvOf Tpilitary tactics? such ^ 
as aerospace? naval science? or. military science . ; . * 

- Instruct probationary art^ experienced police officers in various P'Pfses of police work? 
including police science? police ethics? investigative tethodp? iovitfrn«ent? law? coMunity 
^relations? self-defense? and. care of firearis » , 

-/Evaluate test results and classrooi performance 
^/Prepare performance evaluation reports . , x 

J -J May drill personnel at regular intervals and prior to special event 

il.^ " . ^ ■ ^ . * , ' 

' • ■ ■ » 

1 HOURS OF WORK/TRAVEL - • ' 

These workers may have flexible schedules and /divide their time between .teachinsl?> 
administrative duties? and police or military activities? such as summer camp and specialty 
training. They may travel to fulfill military or police responsibilities. 

/ ... ■ ■ ^ . ■ ■ / . ' 

SAMPLE PLACES OF WORK / ' 

« Colleges and universities 

♦ Police academies 

♦ State and local police departments 

« Military installations ^ ' 



23 TEACHERS? EXCEPT POST-SECOMDARY INSTITUTION ^ 

These workers teach academic and Job skills to children and adults. They may teach basic 
subjects at the elementary level or teach ai specific subject <iuch as English? welding? , or 
buli^iess at the secondary level. Others teach children or adults with special needs? such as*, 
physical or mental handicaps. Others teach Job-related skills to workers or out-of-school 
youths. Some cojsrdinate educational programs. ^ * 

t ■ ■ ' . 

■ ^ ^ ^31 PREKINDERGARTyEN AND KINDERGARTEN TEACHERS ^ 

People in these Jobs teach preschool and kindergarten asied childiren. They provide learning 
activities to help these childrery develop the physical? mental and social skills lihey will need 
when ihey enter school. They conduct lessons in social skills through ^mes and siroup 
projects. They also teach simple principles of science? math? health and laniuaget Besides 
teachin^f they watch children for sii^ns of problems? illness and proiresst They meet with 
parentit to' discuss their children's problems and progress* 
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SAMPLE WORK ACTIVITIES 

- Plan individual and ^roup activities for youn^ children» according to their a^es 

- Teach simple lessons in natural science? personal health? iiusic? to 4-6 year-old children 

- Plan and conduct fi^ld trips and i^roup discussions 

~ Encourage children in sin^in^ and dancing activities and in the use of art materials 

- Instruct children in personal cleanliness Snd self care 

- Plan and conduct rest periods to preveht children f rom.becoiin^ overtired 



HOURS OF WORK/TRAVEL 

- - PREKINDER6ARTEN AND KINDERGARTEN TEACHERS may work 9 or 10 months of the year and be off in 
the summer ♦ 



SAMPLE PLACES OF WORK 



^ Elementary schools 

- Day care centers 

- Early childhood education centers 
" Child develop^ment centers 

- Nursery schools 

- Kindergartens 



232 ELEMENTARY SCHOOL TEACHERS 



These TEACHERS "^work in ^rade schools* They teach the basic concepts of math? lan^ua^e? 
science? social studies? and other subjects* They try to provide a sound bagk^round for 
^ studies in the higher trades* They also try to teach ^ood study habits and respect for 
learning* They also arrange trips? speakers? and class projects* Some teach special subjects 
such as music? art? or ^ym skills* They also attend school ^meetin^s? plan courses? ^rade 
papers? and supervise after-school activities* 



SAMPLE WORK ACTIVITIES 

- Prepare outlines for courses of study ''^^ ' 

- Present lectures to teach subject matter such as math? science? and health ^ 

- Show students how to add? subtract? multiply? and divide numbers 

- Use slides? films and recordings to help present lessons 

- Prepare? ^ive? and correct tests and, keep ^rade records 

~ Assign lessons? correct papers? and listen to oral presentations 

- Keep order in the classroom and on the playground 

- Counsel students who have problems with subject matter or behavior 

~ Meet with parents to disc'jss students' problems and to su^^est ways to help them 
Keep attendance records 

A ' - . ' 

HOURS OF WORK/TRAVEL ^ 

- Most TEACHERS work well over 40 hours a week* . xx ^ ..w'x 

- Most ELEMENTARY SCHOOL TEACHERS work 10 months a year* They occasionally attend ni^ht 
meetings at school and may travel to attend professional meetings m other cities* During 
the summer? they may teach summer sessions? take courses? or work at other Jobs* 
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SAHPLE PLACES OF WRK 
Ti-"blic and private elementary of ^rade schools and middle schools 



233 SECONDARY SCHOOL TEACHERS 

These TEACHERS tJ^brk in «iddle» Junior hidhf and hi^h schools* They instruct students in 
specific subjects such as English* »athF social studies^ or science* Sone teach courses to 
prepare students for specific Jobs* They often teach a number of courses within a subject 
area* They develop teaching plansi prepare and'^^ive exansf and arrange class projects* They 
often use filasf slides^ conputer teriinalsf and other eauipnent in conducting classes* They 
also supervise studly hall^. and honeroons and attend school Meetings* 

SAMPLE WORK ACTIVITIES 

- Use slidesf fills? and tape recordin^,s to teach lessons 
~ Prepare outlines for different courses of study 

- Prepare and ^ive lectures 

- Plan and conduct lab experiiients 

- Compute the average trades of students in a class 

- Show students how to safely use woodworking machines and other shop eouipinent 

- Assi:^n lessons and correct homework papers 

- Give and ^rade tests and is,sue ^rade reports 

- Talk to parents about their children's behavior in class 

- Help students plan a school pro» 

~ Advise students about their courses of study 

- Keep order in the lunchroom 

- Attend teacher training workshops 

HOURS OF WORK/TRAVEL 

- Host of these TEACHERS work well over 40 hours a week* They occasionally attend nidht 
meetings at school and »ay travel to attend professional meetings in other cities* 

- Many TEACHERS in this ^roup work 10 months a year and have 2 months off in the summer* 
During the summery they may teach summer sessions? take courses? or work at other Jobs* 



SAHPLE PLACES OF HORK 



235 TEACHERS! SPECIAL EDUCATION 



These people teach academic? social? and other skills to children and adults who have special 
problems* The students may have physical or mental handicaps* They may teach in a classroom? 
or special building? or some travel to students/ homes to teach* They may use special methods 
or tools? such as si^n lan^ua^e or Braille writers to teach* They plan courses? prepare 
lessons? ^rade papers? and keep records* An important part of their work involves encouradind 
and advising students and their families* 

SAMPLE HORK ACTIVITIES 

- Teach blind students how to read and write in Braille 

- Arrange and adjust tools? work aids? and equipment for people with physical disabilties 

- Observe students for sidns of disruptive behavior 

- Teach basic academic and living skills to mentally retarded students 

- Teach English? math? and other subjects in a classroom for students with emotional problems 
~ Arrange field trips to prpmote learning experiences 

- Give ability and achievement tests to students 

- Prepare reports on the prodrami of students 

- Work with parents to plan educational programs for their children. 

o 98 
ERLC . 



HOURS OF WORK/TRAVEL 

SPECIAL EDUCATION TEACHERS who work in institutions inay soiftetiflies work on weekends 
Host SPECIAL EDUCATION TEACHERS work well over 40 hours 3 week* 



SAHPLE PLACES OF UORK 



Schools 

Institutions and special facilities thH:ii«rrve 
iftentslf or physical handicaps 
Hospitals ^ . 
Rehabilitation centers 
Government agencies 



the nefeds of people who have emotional f 



236 INSTRUCTIONAL COORDINATORS 

Thpcip uorPers ^lanr developr and support educational pro^raws. These pro^raiis nay be at the 
Pri^ry^selJr^^^^ higher educational level. For exanPle, sone Plan and set up coiinunity 
health edfjS^^^^^^^ Others develop • Programs to provide in-service training for 

tiachers! Soie re^^^ of study, or order educational naterials ^nd supplies for a 

schSo! lystiS! Thesl peoPU work with school officialsr teacher.ls, and co««unity ^rpuPS to »3ke 
sure that educational standards and ^oals are aet. 



SAMPLE UORK ACTIVITIES 



- Plan a health education pro^raiTt foT a cowunity 

• Conduct a survey to find out about 
the health needs of a coniffiunity 

. Set ^€rals for a health services 

pro^rai ^ ^. 

» Prepare and. send out infomiation 

about health education pro^rais 
. Develop programs to support schools 
. Talk with school officials to. 

develop Guidelines for educational 

proGraiiis 

• Review courses of study to be 
offered in schools , ^ 

• Interpret rules and laws that apply 
to public education 



Conduct workshops to^w^pnote 

educational Goals j 

Prepare teaching aids ahd manuals 

Direct workers to send educational 

materials to schools 

Review books > tapes? and slides to 

decide if they shoul?f be ordered 

Design tests to neasure how 

effective courses are in teaching 

Direct thie preparation of textbooks 
and siuidai^ce manuals 
Order materials? supplies? and 
visual aids 



HOURS OF UORK/TRAVEL 



SAHPLE PLACES OF WORK 



City? County? and State school systems 
Colleges and universities 
Cooimunity health organizations 
Vocational and technical schools 
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239 ADULT EDUCATION AND OTHER TEACHERSf N»E»C» 



These people teach specials acadenicf Job-relstedf and other courses in school business^ 
industrials and other settings. They nay teach any one of a variety of popular courses^ such 
as consumer education^ hone managements foreign laft^usae? arts iiu>ic>,or woodworking • They nay 
teach Job-related skills such as asseftblin^ watch parts or decorating dinnerware. They plan 
courses s prepare lessonss and ^ive written or performance testsi They also may advise students 
in career and related matters* 

SAMPLE WORK ACTIVITIES 

- Conduct a consumer education program for a foods textiles or utility company 

- Instruct farmers in farm management technieiues 

- Organize and direct the educational activities of a 4-H club 

- Instruct student pilots in flight procedures and technioue^ 

- Teach vocational subjects to students in public schools 

- Teach driving skills to Groups of people /" 

- Teach foreign lan^ua^es or other subject matter to children in private homes 
~ Plan the course of study for students enrolled in correspondence courses 

- Instruct people in the technioues of modeling 
Instruct pupils in painting and sculpturing 

- Teach acting principles and techniques ^ ^ . . 

- Instruct pupils in ballets taps and other forms of dancing 

- Teach instrumental or vocal music in school 

- Teach sport activity at a recreational facility or school 

- Teach gymnastics in a private health club or ^ym ^ 

^ Te3ch people to play bridge ^ . . ' . 

- Conduct a training programs for emloyees of a business? services or Government concern 

HOURS OF WORK/TRAVEL 

- Hany adult education courses are taught during the evenings or on weekends s so that people 
who work can attend* 

- Many of these Jobs offer opportunity for part-time work. 

SAMPLE PLACES OF WORK 

- Federals States and Local Government agencies 

- Industrial plants and commercial businesses 

- Military services * » • , 

- Nonprofit orGanizationss such as the 4-H club ^ x u ■ i ^ i 

- Public and private schoolss including colleGest universitiess and technical and vocational 

schools ^ 

- For yourself s as a self-employed instructor 



24 VOCATIONAL AND EDUCATIONAL COUNSELORS 



These workers courrsel people on educational and career matters* They help students or workers 
by providing them with information about training and Jobs and by helping them deal with 
personal problems* They collect information about people from interviewss testss recordss and 
other sources* They also compile Jobs schools and economic information* They determine 
people's interestss abilities? and nee?(s and plan educational and training programs to suit 
them* They may, help clients Set training or other help from community agencies* They also 
keep records and write reports* 



SAMPLE WORK ACTIVITIES 
- Provide educational and vocational counseling services to individuals and iSroups 



. Collect information about people 
frofi records T tests i interviews and 
other sources * 

, DetePaine people's interests f 
aptitudes* sbilitiesr and preferences 

• Plan Job-training pro^raifcs 

Offer counseling services to nursing students 

\ Prepare life histories of clients 

• Inform clients of job reaui regents r 
wa^esf hoursf career paths 

• Help clients obtain training or 
other help f roR coiftiBunity agencies 



Conpile and study Job? school i and 
econofiic informaton . , 

Help people to set work^and school 
objectives ^ ' 

Help people understand and overcome 
their social and emotional problens 



- Direet workers who Provide educational and vocational guidance for students 



• Assign work to counselors 

• ContJuct in-service training programs 
for a staff 

• Direct testing activities 



- Provide individual and ^rouP guidance services to students who live in a dormitory 



• Su^^est remedial instr^uction to ^ / 
students who need to develop certain 
skills * . , 

• Conduct programs to orient new 

- Counsel handicapped people 

• Interview handicapped people to 
determine whether they fteet 
reouirements for Government aid 

. Determine what Jobs would be . 
suitable for peopler based on, their 
desiresf aptitudes? and physical 

- Direct a Guidance program in a public school system 



students to campus life 
Supervisee dormitory activities 
Investigate reports of student 
misconduct 



limitations ' 
Arrange for clients to study or 
train for Job openings 
Help-client§ Get medical services 
durinG their traininG 
Help clients obtain Jobs 



• Set Guidance policies and 
procedures ^ . 
Supervise school placement services 

• plan and supervise* the testinG 



proGram in a school system 
• Set UP 'occupational libraries in 
schools 



HOURS OF WORK/TRAVEL •• 
meetinGs» 



SAMPLE PLACES OF UORK 
State employment service offices 

SfititutiS'nsr^^^^^^^ p'rifoSn trsinin. schools for delinauent .ouths, and .enlal hosPitals 
Colleges and universities , , . 

Public school sastens 
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25 LIBRARIANSr ARCHIVISTSf AND CURATORS 



These workers nsintsin collections of inforsBtion and artifacts for libraries and museuiis* 
-Ihey iiavj collect and catalog booksf na^azinesr filnsf ftusici or reference materials* Others 
collect and identify docuwents of historical interest* They «ay also be concerned with the 
safekeeping of records? art objects? and other rare or valuable itens* Soi^e workers care for 
and display these items in nuseums? art slalleries? arboretuns? or similar institutions* 



251 LIBRARIANS 

.9 

LIBRARIANS make inforiation available to people in libraries* They select? order? catalog? and 
take care of library materials such as books? magazines? newspapers? fiUsf and records* They 
also help people find information they need* Other duties which they may perform include* 
supervising staff? preparing budgets? repairing materials? and handltna special collections* 



SAHPLE WORK ACTIVITIES 



- Describe or show people how to use catalog files 

- Arrange displays of books and other library materials 

- Sel^tt and order books and audiovisual material that will have wide interest 

- Work with teachers to provide materials for classroom instruction 

- File cards into assigned sections of a card catalog ^ • . 
-Conduct storytellinsl? book t^lks? puppet showsf and film programs for children 

- Teschf workers about special reference subjects x , • x x- 

- Plan and direct a library program for residents and staff in a prison or mental msltution 

- Compile lists of books and articles on a special subject 



HOURS OF WORK/TRAVEL 



- LIBRARIANS at« public or college libraries may sometimes work during evenings or on weekends* 

- A 40-hour week during normal business hours is common for Government and other special 
LIBRARIANS. 

SAMPLE PLACES OF WORK . : , 

~ Public and private elementary and hi^h schools 

- Public libraries 

- Colleges and universities ' , x u 

- Private industries? Government agencies? hospitals? prisons and other places that have 
special libraries 



252 ARCHIVISTS ANB CURATORS 

ARCHIVISTS and CURATORS conduct research on items or materials of scientific or historical 
interest* They appraiser edit? and direct the safekeeping of recordsi historical documents! 
art objects? and other valuable or rare items* Some Plan and direct the naJor activities of a 
museum? art Gallery? arboretum? or similar institution* Others work to restore or repair 
articles and prepare. them tp be exhibited* 

SAMPLE WORK ACTIVITIES . ' " 

Appraisei ^dit? and prepare descriptions of valuable documents 
- Direct workers who catalogue valuable materials 
,9^. Select documents for publication and display 1 no 

5j^C Pl*'^ special research projects ^ JLU<g 

■ ■. .84, 



f 



- Arrsnae uith other institutions for the loan of collections 

- Write articles for publication in scientific Journals 

- Oversee clerical* custodial* research* and other start- -i*-- 

- Direct workers who investigate* acouire* saYk* and preserve historical sites 

- Approve the purchase of historic ho»es and battlefields 

- Direct workers who prepare brochures* maps* and exhibits 

- Direct "workers who examine and repair art objects 

- Estimate the cost of restoring an art object . . . . ^ 

- Repair and clean art objects* such as pottery and etchings 

- Do research on historic nonuiients* buvldinSs* and scenes 

- Prepare exhibits of ariftor* helmets 

HOURS OF WORK/TRAVEL > 

- These Jobs Generally involve a standard 35-40 hour work week. 

- Soifte Jobs say reouire travel to conduct on-site field worK. 

SAHPLE PLACES OF WORK 

- Art- Galleries - ' 
: F2iJ?al%12Screir';ujh"l the<|lptional Archives and Smithsonian Institute 

- Historical sites 

- Museuis and libraries 

- State Agencies . ■ . , ^ . . ^ 

- Zoological and botanical hardens 
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2599 HEALTH DIAGNOSING AND TREATING PRACTITIONERS \ 

These workers use scientific skills to disdnose and treat disease* Thew are also concerned 
with the General health of people and in preventing disease* They tayVexajine patientsf 
perform preventive or corrective procedures! or prescribe treatment and nedication* They^jay 
specialize in treating one Part of the bodyf working as optometrists or podiatrists? rather 
than as physicians and dentists* 



I 



26 PHYSICIANS AND DENTISTS 



Physicians and dentist^i help peo^e maintain aood health by treating disease and advising 
patients* Thetir examine patients^ determine preventive or corrective treatments perform 
procedures to correct problems? and prescribe medication* .Vetsrinarisns perforoi simtlei- 
services for animals* 



261 PHYSICIANS 

PHYSICIANS perform medical exams? diagnose diseases? and treat people who are suffering from 
injury or disease* They also advise patients on how to prevent disease and keep fit through 
proper exercise and diet* They Generally work in their o^^icgs and in hospitals* ^ Sonsef 
howeverf visit patients in their homes or in nursing Tromes* Most PHYSICIANS speci^alize in a 
certain field of medicine* Some also do research or teach in medical schools* A few write and 
edit medical books* 



SAMPLE WORK ACTIVITIES 



Give dru^s to people so they won't feel pain in surgery 

Check a patient's heartbeat with a stethoscope / 

Determine the physical condition of people who are applying for insurance 

Give shots to schoolchildren to prevent thfem from aettina diseases 

Deliver babies and care for mothers before and after childbirth 

Operate on Patients' eyes to save their eyesight 

Prescribe medicine to treat skin diseases 

Treat cancer patients with x-rays . ^ . x . x 

Determine the nature and extent of mental disorders in patients 
Examine bodies to find the cause of death 
Perform surgery 



HOURS OF WORK/TRAVEL 

Many PHYSICIANS have lon^lworkiniS days and irregular hours* 




SAMPLE PLACES OF UORK . 



- Private offices 

- Hospitals 

- Medical centers and clinics 

- Nursina homes 

- Government agencies 

- Medical laboratories 

- Medical schools 

- Public health facilities 

- Medical research firms. 

- Companies that publish medical books and Journals 

- Military services 
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262 DENTISTS , • , .. 

DENTISTS examine teeih and other Parts of the iiiQuth to diagnose diseases '^'^ '^i=^,';??''^ ' . J'2n^. 
take K-rays, fill cavitias, straighten teeth, and treat Sun. 51553533. Thj- r^ull teeth 3^^^ 
rlpface theffi with dentures. They also Perfom, surgery on Sums. and sypportir,^ cf.nh^-- 
thpi Most practice General dentistry, but 3* few specialize in areas of care such 
chiTdrens' denu'stfy 0^^ A few DENTISTS teach in dental ^ schools, do 

researchf or rGn dental health programs* , 

SAMPLE WORK ACTIVITIES , 

- Use a dentist's drill to r^niove diseased parts of teeth 
Inject pain Killer into patient's' ^ums 

- Cap injured teeth and Fill cavities , . ^. 

- Place braces on teeth to straighten or sli^n tnem 

- ReBiove wisdom teeth . . ' j * «xu 

- Design and make dentures- to replace missing or diseased teeth 

- \ nnV at x-rsyq in find si^ns of cavities or other dental problenii x - x / x xu j 

- Use louth ^^rSrs^ expK^^^ and. other, instrufte^ts. to look at or treat Patients' teeth and 

- Advise patients how to care for their teeth and ^unis / > 

HOURS OF WORK/TRAVEL ^ 

-< Host DENTISTSoWorK s regular 35-40 hour week. However, sone DENTISTS work overtiirip. 

- Some DENTISTS have evening hours. 

- Some DENTISTS work on a part-time basis. 

SAMPLE PLACES OF WORK ' 

- Private off^i-ces , ^ , 

: FedeJll'^ov™^^^^ ^^'^ ^'^^ ''''^}'' ^''^^ 

Services ■ v 



27 VETERINARIANS 

VETERINARIANS. <doctors of 0? "a^llfl 

ditIa%%%^'l^S'"d^^wh rc^r^af^^ hL^^Ssf'lhey treltlnLals in hospitals an^ clinic| or on 
farstlnd ranches? ' They operate on sick or injured animals and prescribe and 3ive n.edicine 
druSs, and vaccines.^ : ' 



SAMPLE WORK .ACTIVITIES 



Examine animals to determine wllat medical care they need 
Treat animals, usinS surgery, |t«u^s, medicine, and bandages 

it!AlW,rAle^^^^^^^^^^ ^^^'''^^ ^^'^ 

Iio'^lab tests for bacteria in the body fl'Jds and tissue of diseased animals 
Conduct research to^find how to prevent Ihti t^oritrol parasites iji ^'fct^ 
Inspect meat, Poultry, and oCher foods to see if they are safe to eat 



Er!c « . ■ ifjQ 



HOURS OF*yORK/TRAVEL , - 

VETERINARIANS in pHvste practice often have lona and irregular hours*. Others mayswork a 



standlard 35-40 hour week'* t ' 

VETER^INARIANS who specialize in lar^e aninals often travel to fans and ranches. 



•••^jork a >y 



SAMPLE PLACES OF WORK 



Federal? stater and local ^siovern»ent agencies 
Hilitarv services 
Medical schools ' 

-Research labs . 
Lar^e livestock fdrms 
Food coafani,es * \ 

Drud companies 
Private practices 
Veterinary schools 



28 OTHER HEALTH DIAGNOSING AND TREATING PRACTITIONERS 

Other^)iealth diadnosiiiid and treating practitioners include such occupations as optosietrists and 
podiatrists* These workers specialize in treating one part of the bodyf such as certain vision 
problems or foot problems* They examine patientsr determine treatment? parforin corrective 
procedures^ and sometimes prescribe medication* ' 



281 OPTOMETRISTS 

OPTOMETRISTS examine people's eyes for vision problems? diseases^ and other disorders of the 
eye* They als^o test eyes for proper dtpth and color perception and focus* When necessary? 
they prescribe lenses and treatment* When thty find evidence of disease? they refer patients 
to doctors who treat eyes* ,Host OPTOMETRISTS supply eyeglasses and fit and adjust contact 
lenses* Some specialize in work with the aded? children? or the visual safety of industrial 
workers* Some OPTOMETRISTS teach or do reseafch*^ 

SAMPLE UORk ACTIVITIES 

- Use complex eouipment to test people's visio^^r ^ 

" Improve people's vision through the use of lenses? prisms? training? or eye exercises 

- Treat -eve problems of children who have trouble learnins 
/ - Adjust and repair contact lenses and eyeglasses 

" Study eye diseases and how, to prevent or cure them 

- Teach or train other OPTOMETRISTS y ^ ^ 

HOURS OF WORK/TRAVEL 
^ Mbst OPTOMETRISTS work during regular office hours* 

^- 

SAMPLE PLACE OF UWK 

- Private practices / ' 

-.Eye hospitals and clinics ^ 

- Schools of optometry 

- Veterans Adminstration 
Public and private health agencies X06 " 
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Industrial h«»Uh insurance coi|fsnies 

88 



^ ■• . - . . . 

^-.AsHoSsSllaJlirio engineers specializing in safety snd li^htir,^, consultants to educators in 
renedisl/readin^f or participants on health advisory conmnttees 

^ / . ■ ■• ; 

283 PODIATRISjrS^ 

^PODIATRISTS diagnose and treat- diseases and disorders of the foot, Thea pei>iorni sur^efS^ fit 
corrective devices» ^and prescribe ituist therapar and proper shoes. To help in diagnoses* they 
take x-raas and- Rlrf or. tests. Thea treat 3 varieta of ^ foot, conditions, including corn^j 
bSnions, calluses" in^rowh toenails, \k,ir\ diseases, fallen arches, and deforneci toec. Sojie 
■ specialize in foorsur^era,^^^^^ disorders^ children's foot ailftents, or foot problems of the 
aaed> Host, provide alTtapes of foot care. 

♦ ' ■ * ■ ' . .-^ " 

SAHPLE UOl^K ACTIVITIES \ ^ 

- Ex3»irie people's feet to find out what is wron^ with theia • 

- Perform- K-rsy and blood, and urine tests ^ . , * 

- Use wachij^es ancf electricity to treat feet 

- Perfom surgery on feet v ^ 
Make and fit corrective devices . ^ . / 

- Advise patients on how to care for their feet ^ 

- Prescribe-^orrective footware . _, ^ 
Refer patients to other doctors^ when needed 

- Prescribe jdru^s and therapy for fget problenis 

HOURS OF WORK/TRAVEL ' ^ 

- Most PODIATRISTS work during regulars office hours " ,, . , 
■- So»e PODIATRISTS work on a part-tme basis 

sahple' places of work 

- Hospitals r . ^ 

- Private practices , ' " . » 

- Podiatric Oiedical colleges \ 
' Veterans Administration 

- Public health departnent • ' 

- Military services •» 



289 HEALTH DIAGNOSING AND TREATING P|ACTIONERSf N.E»C. 

Thpsp worVers diagnose and treat' human ailmerits, and prescribe Sr^d^ive treatments for diseases 
anf ill^elses. Sen^aila, these workers , are not niedipal doctors. Some adjust tne SPinal 
rni,J.i and other Parts of People's bodies to present disease and correct conditions thought to 
' bp caCsed by neJIoSrsast^ So«e treat^Patients usinS natural fl.ear,s sucn as JiP' 

5lt6?f eartht' fSod, and het-bs. Soiie h\iPnotize patients to char-^e tbeir behavior Pattern^. 
Some use acupUncture needles to treat ailnents and relieve pain. , . - 

SAMPLE WORK ACTIVITIES 

- Talk with clients to deteriine their problei*s , . ^. 

- Examine patients ysinS X-raa nachines ahd medical eauipweht 

- Dilsnose, treat, and care for patients, usins a sasteB. of natural laws / 

- Use natural »ecljicines and reiiedies to treat patients 

O 'est subjects to see if thea, can be hapnotized ^ ,^ 

£PJ^(] p8iri clients in self-hypnosis . ( <^ 



- Insert acupuncture needles in patient's to treat theftr under 3 doctor's supervision 

P 

HOURS OF yORK/TRAVEL ^ ' 

<No InfoMstion) ..^^ 

SAHPLE PLACES OF WORK 

- Private clinics and offices 

... ' * 
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2899 REGISTERED NURSES, PHARHACISTS, DIETITIANS, THERAPISTS, AND PHYSICIAN'S 

These workei's provi-Je medicsl support services to treat and prevent disease, Thea msa work for 
hospitals, Pharmacies, clinics, institutions, cafeterias, convalescent hospitals ana n^^ 
hoi.es. Thea may plaa diets or menus, 3ive therapy ireatirienisr assist doctors, or fill 
P?es?fipUons. Thea consult with doctors on appropriate medication, Qiet, or t.ierapeutic 



treatii.ent< 



29 REGISTERED NURSES 

As i.portant i«e»bers of the health care tega., REGISTERED NURSES perform, a wide ran^e of 
f.jnctions. They observe and record syir.Ptoi.sr reactionsK artd the Progress of ^^tients. T hey 

rn'si^r^;c;?^?^e^^i=nd'^^hl^i^^'^l«!!i^e;^^^?.^'p^rS^ 

nu?siS3 services iS hospital" doctors' offices, and nursind hoB.es. Others do research work or 
instruct students* ' ^ 

SAHPLE WORK ACTIVITIES ' 

- Give iiedicines ^nd trestnents to patients^ as prescribed 

- Teach classes in child care^ first aid^ and honje nursing 
-.Vaccinate students and keep their health records 

- Visit horned to find out what patients need " . 

- Give advice on nursing and healiji service proolems .„„h„=,„. 

- Flan thp. policies, standards, i^nd 6bJectives of s school health program 
• • ••1 --L 1 — .. Qp xnojustrv* 




- Deliver babies 



HOURS OF WORK/TRAVEL 

- COHMUNITY HEALTH NURSES maa be required to travel to treat patients in all ''^i!]'^^^^!^ 

- STAFF NURSES in hospitals and nursing hoises niaa be reauired to work nights and weeKenos. 

- So»e NURSES work on a part-time basis. 

* 

SAHPLE PLACES OF WORK 

«• 

- Hospitals, nursing hoRjes, and related institutions., 

- State and local ^overrmient agencies 

- Schools * ^ . 

- Visiting nurse associations 

- Clinics 

- Nursing schools " 

- Industries 

- Doctors' offices 

- Patients' hoPie 

- Professional nurse organizations 

- State Nursing Boards ' - , - 

- Research organizations 

- Military services. 




30 PHARHACISTSf ^DIETITIANSf THERAPISTS? AND PHYSICIAN'S ASSISTANTS 

Workers in these occupations provide niedicsl support services to help prevent and treat 
disease* They nay work tor hospitals? pharnaciesr clinicsf institutions? cafeterias? 
convalescent hospitals or nursing houies* They nay plan diets or aenus? provide diagnostic 
services or ^ive therapy treatments* They ma^ fill prescriptions for medication* They consult 
with doctors on appropriate medication? diet? or therapeutic treatAent» 



^301 PHARMACISTS | 

PHARMACISTS dispense dru^s and medicine prescribed by doctors and dentists* They also advise 
people on the use of medicines that can be bought without a doctor's order* They may prepare 
medicines and test dru^s for purity dnd strength* Some kefep records of the dru^s patients use 
and advise doctors on the selection and use of dru^s* Kany who work in dru^ stores also bu«^ 
and selV^oods and hire and supervise staff* Others teach? do research? do consulting work? or 
write and edit technical articles* 

SAMPLE WORK ACTIVITIES 

• 

" Put the correct amount of pills or capsules in bottles as a doctor reouests 

- Mix and prepare medicines and dru^s 

- Refrigerate dru^s? vaccines? and serums 

- Advise customers how to take medicine and dru^s 

- Sterilize solutions for making medicines 

" Sell toothpaste? deodorant? and cou^h medicine 

*- Advise doctors on the effects or strength of new dru^s 

- Urite articles for pharmacy magazines about new or different techniciues 

- Answer patients Questions about prescribed rbedicines 

- Order and maintain dru^ supplies and chemicals 

- Instruct interns in the use and effects of medicines and dru^s 

HOURS OF WORK/TRAVEL 

- Many PHARMACISTS work extra hours in second Jobs? of ten as consultants to nursing homes and 
other facilities* 

- PHARMACISTS often work during evenings and weekends* 

SAMPLE PLACES OF WORK 

z Community pharmacies 

- Hospitals 

- Companies that make dru^s , • 

- Wholesale dru^ companies 

- Government and educational institutions 

- Pharmacy and medical schools 

- Nursing homes 

- Military services 



302 DIETITIANS 

DIETITIANS plan healthful and tasty meals to help people keep or recover their Good health. 
They also supervise Staff ""who prepare and serve meals? manage food and related purchases? 
prepa^re . food budgets? ^nd Give advice on Good eatinG habits* Some DIETITIANS plan and direct 
food preparation in places such as hospitals? nursinG homes? clinics? and schools* Others 
teach? da research? or act as consultants* 
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SAMPLE WORK ACTIVITIES 
Plan* or33riize»3nd conduct proarams in nutrition and food science 

Set policies and Procedures for food Preparation and service in such Places as schools or 

Studa"the past diets of people to Plan food proa rams for t-hetii 

- Advise Peopli on how to select and prepare foods and Plan menu* 

- Prepare course outlines and manuals used to teach dietetics 



HOURS OF WORK/TRAVEL 

- Most DIETITIANS work 40 hours a week 

- DIETITIANS in hospitals nay sonetimes 

- DIETITIANS in cowercial food service 



be required to work on weekends ♦ 
may have irregular hours t 



SAHPLE PLACES OF WORK 

Hospitals, nursing hoi.es, and clinics, including those in the Veterans Administration and 

U.S. Public Health Service 
Colleges and universities 
Public school systeiiis 
Health-related agencies 

Elr^e'coSplnies'thlt'^rovide food service for their e.Plo.ees, 
Hiliiartii services 



303 THERAPISTS 

Workers in these occupations work with Patients to helP then. Sain abilities tjjf Jf^^i^Jf?" 
do consulting work* 



3031 RESPIRATORY THERAPISTS 



RESPIRATORY THERAPISTS treat Patients who have "breathing problems. This treatment naa ran^e 
?ro"SI short-ter. relief to asth-a Patients to aivinS e..eraenca «^,^re in "ses^ of heart 
failure, strokes drowning* and shock. These workers are amona the first medical specialists 
called in to trek briathina Problems caused by head injury or druS PoisoninS. ■ 



SAMPLE HORK ACTIVITIES 

- Set qp> and operate devices such as respirators and ventilators to help people breathe 

- Watch Wu^es. to make sure ,eouipment is working properla 
-*Assiii\p3tients in perforiiina breathini exercises 

- Drain fluids fro* patient's lunSs , o . 

- Kelpiwaich on Patients to see how thea are responding to therapy 

- Consult \with doctors to solve breathinS problems 
^ Record tVeatments sliven onto patients charts 

irShow oth^fs how to set up and use respirators ^ ^ 

L • \ - 111 



HOURS OF HORK/TRAVEL 
- RESPIRATORY THERAPISTS nsu be reauired to work during evenings or weekendst 



SAHPLE PLACES OF VORK 



- Hospitals 

- QKH^en eouiPMent rental conpsnies 
*- AMbuldnce services 

- Nursing hones 



These people plan and direct educdtionslr vocdtionair and recrestionsl activities designed to 
help patients with physical? mentalf or emotional problems become self -sufficients They 
evaluate the abilities of patients? set ^oals for the»> and plan therapy prodrairist They teach 
skills and the use of tools to restore clients' ■oveienti coordination! and confidence* They 
also plan and direct danes and other activities and nay design devices to aid clients* Soiie 
teach 01^ do consulting work* 



SAHPLE UORK ACTIVITIES 



- Plan s.ocial activities that will help patients learn work skills as well as adJust to their 
handicaps , x^xx^. x 

- Select activities for patients which will help the* learn work skills suited to their mental 
and physical cdpabilties 

- Order supplies and eouipnent 

- Lay out materials for patients to use 

- Evaluate patients' progress . x . 

- Train nurses and other medical staff to use therapy techniQues 

- Design? make and fit devices such as splints and bracesr as specified by a doctor 

- Arrange paying Jobs' for mental patients within a hospital 



HOURS OF WORK/TRAVEL 



- OCCUPATIONAL THERAPISTS sometimes may have to work during eveninsTs and weekends* 

- Hany OCCUPATIONAL THERAPISTS work on a part-time basis* 



SAHPLE PLACES OF UORK 



- HosPi talis 

- Rehabilitation centers 

- Nursing homes 

- Schools 

- Outpatient clinics 

- Community mental health centers 

- Research centers 



3032 OCCUPATIONAL THERAPISTS 
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3033 PHYSICAL THERAPISTS 



PHYSICAL THERAPISTS aive Irealnients to help relieve patients' pair, and develop or restore their 



proSraas* ■»= — -■- -- .- r. 

or inprove the condition of muscles and sKin. 



SAHPLE WORK ACTIVITIES 



- Study doctors' instructions and medical records to plan treatment programs for Patients 

- Test and measure physical traits such as strength and ranae-of-*oveii.ent 

- Instruct and assist Patients in. exercise and therapy ^ 

: fli'oMSSul! {SlJap'y^%^^it%.e^n1^^"Jh^ as^'^c^Julc^^e^? ^'rlllll -sound machines,, traction devices, 

- HSlP^^ltients'"de5elo? work skills, usins such «.eans as art or Photography lessons 

HOURS OF WORK/TRAVEL 

- PUYQTrAi THFRAPISTS nay be reauired to work during evenings and weekends. This is especially 
ull.! for thfse in private P^^^^^^ who n.ust be available at tir-es convenient for theiy 
patients* 

SAMPLE PLACES OF WORK 

- Hospitals 

- Nursina homes • • 

- Rehabilitation centers ' . 

- Schools ^ 

- Doctors' offices 

- Clinics 

- Research f iriis 

- Military services 

- Governiaent agencies 



3034 SPEECH PATH0L06I5TS AND AUDIOLOGISTS 




Workers in this field provi 

r?L^b5r^^ L7r'do^?e^;^e%^;ch^{rf\nd"ca^;s;esSf'"^ 

3r.d bluer Sethodt tS treat theB.. Others teach or do consulting work. 
SAMPLE WORK ACTIVITIES 

- Use conplex eauiPBtent to test people's hearing abilities 

: P}^S^Sj'§ffi;t%'^SIfi.°rJj f?^ir'c!?^.!r'!Jr5ilS"SIa%ir,. aids, counseling, an. sPeech 

reading ^ 

- Desisin clinical research procedures 

: teichers"'and''Sedicll' SSrke?r%n how to helP children who have sPeech or hearing 

disorders 

- Teach courses about speech or hesrinsl disorders - ^ 

^ 113 
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HOURS OF WORK/TRAyEL 
- Ham SPEECH PATHOLOGISTS and AUDI0L06ISTS work fhore than 40 hours per week* 



SAHPLE PLACES OF UORK, 

- Public schools 

- Cldssrooisr clinicsi and research centers in colleges and universities 

- Hospitals 

- Speech and hearinsi centers 

- Governftent agencies 

- Industries 

- Private practices 



3039 THERAPISTf N«E.C. 



These workers planr ori^anizer and direct therspu pro^rans designed to relieve patients' pain 
and develop or restore their physical and tental health* Theu consult with medical and 
professional staff to plan phusicalr occupational^ recreational? and other pro^raiiis* Most 
specialize in one tupe of theraP!:^? such as musical r or athletic proslrans* ^^The!:^ work directly 
with patients in hospitals? clinics? and other facililiesi Theu watch patients' prosiress in 
therapy and prepare reports for use doctors and other professionals i Soike specialize in 
servinsi the needs of newlu blinded patients i 



\ 

SAHPLE UORK ACTIVITES ' 



- Plan and direct health therapy prodrais 

- Assisin duties to staff? based on workload? space? and available eouiPAent 
* Coordinate research projects to develop new therapy techniques ^ 

- Orsianize sports? draiatic? art? and social activites?" for patients' abilities? interests? and 
needs 

- Encourasie patient to taKe part in therapa ^pfoslraiiis 

- Evaluate patients' progress in therapa ^ 

- Maintain and repair art Aaterials and ectuipnent 

- Direct lusical activities for patients 

- Train blind^'patients to orient themselves to their surroundinsls §na to travel alone 

- Teach patients to eat? dress? and use a phone r - 

- instruct patients in handicrafts? such as leather work or weavinsi? to improve their sense of 
touch 

T Teach patients to read and write Braille 
Instruct patients in droup activities? such as swiMinM or dancini^ 



HOURS OF WORK/TRAVEL 



- Althousih THERAPISTS sienerlla work a standard 40-hour week? thea naa soiiietiRies have to work 
eveninsis or weekends* 

- Mana THERAPISTS work part-time* f? 



SAHPLE PLACES OF WORK 



- CoMunita and i^overnMnt health aslencies 

- Facilities for the cental la retarded 

- Hospitals? rehabilitaton centers? and nursing hoies 

- Kilitara services 

" Outpatient clinics and coMunita mental health centers 

- Research centers 

- Sanitariums or camps for the handicapped 

- Schools 

Schools for handicapped children 
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304 PHYSICIAN'S ASSISTANT 



PHYcjTClAN't ASSISTANTS help doctors treat sick, or injured patients, Thfey provide /ftient 
counsel patients on health and disease natters* 



SAHPLE UORK ACTIVITIES . 

■' ' ^ 

- Record r^atients' medical histories 

- Do coiPlele physical exams on patients 

: Co3ns%l°pMilntl'3Jf their fa«.ilies or. health and disease matters 

- Sew UP minor cuts 

- Treat iiinor wounds . 

- Apply and renove casts and traction devices 

- Assist a doctor in performing surfiery 



HOURS OF WORK/TRAVEL 

(No Information) 

SAHPLE PLACES OF WORK 
Private medical offices 

GSvej^Jent'a^eniiSifsuch as the US Public Health Service 
College infirmaries 
Military services 



X 



115 



ERIC 



3199 URITERS, ARTISTS, ENTERTAINERS, AND ATHLETES 



These workers use their skills and talents to infom and entertairu They rfta»* work as writers 
or editors who publish or broadcast factual infomation ^ create eritertairiMiitj_ They man 
perfor* on sta^e as characters in movies and plays, as singers, or as stunt perforBiers* They 
May use dialogue, actions, or stunts to coiuunicate* Athletes use physical skill to compete in^ 
sports activities for the entertainment of others* 



32 WRITERS, ARTISTS, PERFORHERS, AND f^ELATED WORKERS . 

Writers, artists, performers, and related workers use their talents and skills to. inform, 
instruct, and entertain others* They may work in businesses and industries that provide 
factual or illustrative material for informational purposes* They may also produce scripts, 
fiction, works of art, or visual elements for various forms of entertainment*. They may use 
actions, dialogue, or stunts to communicate or entertain* 



321 AUTHORS 

AUTHORS write to entertain and inform people* They create written material for publication in 
printed from and for spoken use* Some write books, plays, novels, poems, or other works* 
Others do such things as write words for son^sJ prepare scripts for radio and TV announcers, or 
adapt books or plays into scripts for movies* Still others use their knowledge of lan^ua^q to 
translate spoken or written passa^s from one lan^ua^e to another or to si^n lan^ua^e* 



SAMPLE WORK ACTIVITIES , 

-Compose verses to be sun^ or spoken with music ' - 

- Write plays ' ^ . ^ x x ^ ui x 

- Write poetry. that expresses your personal feelings and submit it for publication. 

- Conduct research to 3et facts that will be helpful in writing a spy story that is bated upon 
real life events . . ^ 

- Write short stories that will please and inform children 

- Prepare materials to be read by news spprtcasters . 

- Urite plot outlines for screenplays that will be shown on TV 

- Direct workers who translate documents from a foreign lan^ua^e to English 

- Act as an interpretor for a foreign official , ^ ^ / _ 

- Translate the si^n lan^uasie of the deaf into oral or written lan^ua^e for hearing people 

HOURS OF WORK/TRAVEL 'J 

- Some AUTHORS may travel to do research, obtain information, or act as interpreters* 

- Many AUTHORS work overtime to meet deadlines for publications* 

- Some AUTHORS work on weekends, but most set their own hoMrs* 

. ./ 

SAMPLE PLACES OF WORK ' . 

- In your home, as a self-emPloyed AUTHOR 

- Publishing companies , 

- Motion picture studios , 

- Television and radio stations industries 

- Federal Government a^ncies • 

- The United Nations , 

- AdvertisinM companies 

- Colleges and universities 

- Any^compaSy that hires AUTHORS to prepare special scripts, publications, ads, or other 
original materials* 
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322 DESIGNERS 



tools f and hand and power eQuip*ent» 



SAHPLE WORK ACTIVITIES 



Design the layout for art work in a nadazine or book 

Design interiors of roons and hoRies 

Advise clients about the best use of space and color 

HsVe paste-UPS or drawings of 3ds for clients 

Engrave plates to »iake dollar bills u ^ 4««i^ 

^'Draw^fuU-sized work drawings of stained Mlass windows 



Draw cartoons j ^ i • ^ 

DesiS^tJldSirrkfor syibol to aPPear on a firm's Products, ads, and stationary 
olsiln diSlayrln deParl^-ent stores to show Products that are for sale 

HOURS OF WORK/TRAVEL 

l8?lS15i»lll ^l^l^>:^^STZii^^^J^"ir on weekend., when necess,... 



SAMPLE, PLACES OF WORK 

Any lar^e business or industry that advertises or Hake products 

Private design firnis 

Furniture manufacturing firms 

Furriers' offices 

Motion picture studios 

US Department of Treasury 

Floral shops , . i 

Companies that design or make jewelry 

Companies that make wooden boxes 

Metalwork manufacturers 

Radio and TV stations , x - 

Lar^e department stores or furniture stores 

Hotel and restaurant j:heins 



323 MUSICIANS AND COMPOSERS 

PphpIp in these Jobs write, arranger sin^ tof play, or direct iriusic* They usually specialize 
n oSfhoi onPuKr or classical mu^ They may Play 3 musical instrument, or direct a symphony 

TrViiV S?"l*oU '"o?hirlSc°ar5rot?:'Mher.S"/e?rr. r'raSSrorsre/erir in TV or ..ovie 
productions. 



SAHPLE WORK ACTIVITIES 1 1 
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lay 9 musical instrument in a band or orchestra 
tudy and rehearse music 
onduct a choir 0/ sllee club 



Uriie ftusic for orchesirdSf bdndsf or chordl siroups 
Audition and select ifte»bers for dn orchestra or bsnd 
Sinsi in an wera or as part of a rock^roup 
Select, ftusic to be used in movies ^ 

Adapt a piece of music to a different stule than it was ordinal 1» 

Rewrite music intended for one voice or instrument to be used b» another voice or 

Give cues to performers in an opera _ . • . 

Position orchestra members to set the proper balance ir»> sound 

Sinsf Sospel or choir music for records ^ 

Sinst and pla» country mus;ic before audiences and for records 

Assisin workers to scoref arr^nstef and cop» music 



instrument 



HOURS OF yORK/TRAVEL 



- Hanv HUSICIANS work at nistht and on weekends* 

- Hana HUSICIANS cannot obtain aear-round work and must work at other Jobs to slet income* 
T Ham HUSICIANS travel to stive performances » 



SAHPLE PLACES OF VORK 



- Bandsf orchestras* operasf and other musical Groups 

- Hotion picture and TV studios 

- Niaht clubs ^ 

- Churches and schools 

- Hi litara services 

- Recording studios 

- Road companies 



* c 

324 ACTORS AND DIRECTORS 

People in these Jobs work in stastey moviey TVf radiof and other productions* Some act out 
parts or roles to entertain* inform* or instruct audiences* Others di/ect or produce siasle or 
screen production* New ACTORS and ACTRESSES often start in 'bit" parts where they speak only -b 
few lines* They may prostress to larster supporting rolesf but only a few become well-known 
stars* DIRECTORS plan and supervise radiof TVi movitf and screen production* PRODUCERS select 
scriptsf control finances* and handle other production problems* 



SAHPLE UORK ACTIVITIES 



- Coach performers in actinst techniQues 

- Conduct readings to secf how wsll actors and actresses fit certain parts or roles 

- Portray a role in a movie* staste play or TV commercial ^ 

- Rehearse parts to leat^n lines* cues and movements 

- Read from a book to entertain audiences v ' 

- Interpret scripts* direct technicians* and conduct rehearsals to put on plays 

- Suddest that actors chanste their voices and movements to better play their roles 

- Select costumes for performers to wear 

- Direct radio proslrams 

-^Give cues for curtain* lialhts* sound effects* and to prompt performers 

- Keep talent files that contain information about peoples' past acting and experience 

- Stand* walk b'r sit in scenes to provide background for stars in movies or on £tasle 

- Plan and schedule a public^service TV program 

- Direct a radio news or sporti profSram ^ ^ ^. . ^ 

- Supervise the work of people who write* direct* edit* and produce motion pictures 

- Sell shares to investors to finance staSe productions 
-Stand in for actors in horseback riding scenes 



HOURS OF UORK/TRAVEL 



^ - Many ACTORS and DIRECTORS woVk lonS «nd irregular hours and do much traveling* 
CDir^ STAGE ACTORS and DIRECTORS work in the evenings* 
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- Many perfomers cannot obtain year-round work and iiust work at other Jobs to Met .income. 

SAHPLE PLACES OF WORK , . ' 

- TV and radio networks 

- Motion picture studios ^ , 

- Advertising coiiPdnies 

- Opera companies , . 
« Stade companies * 

- Stock? little theater? repertory? anti dinner theater companies 

- Local radio and TV stations 

- Colleges and universities . , 



325 PAINTERS? SCULPTORS? CRAFT-ARTISTS? AND ARTIST-PRINTMAKERS 

MdiSl JrSres. ThM Sse rjsrietririrtist tools and .rterisls. In soiio cosos, the» use 
power tools and machinery as well* ^ 

SAMPLE WORK ACTIVITIES ' ^ ' ' 

^- Paint' landscapes, Portraits, still lifes," or abstracts, ^usinS watercolors, oils, te-pra, or 
other materials - » ^ 

: EtchJln^JSvlf cafvef Pa^ ^ 

- SkSch the Ukeness of customers by havind them pose or by lookins at a photograph 

- Construct art works out of .stone, plaster, or wobd 

- Paint pictures^ to be used xn books to illustrate stories 

- Make sketches to illustrate surgical and Mdical research procedures 

- Draw Pictures of clothing for us^ m advertising ' . 

: flfn "aSS°Pre;Sre"pl5tSUl"of's^eS?sHSfraK in motion Picture or TV Productions 

Draw animated cartons for use in. motion Pictures or TV 

- Advise clierfts on colors to use in decorating rooms . x , 

- Design and build Plaster models of monuments, statues, and cemetery "^rkers 

- Mike models and molds for use in castinsi concrete harden furniture and statuary 

' " > ^ '■ 

HOURS OF WORK/TRAVEL 

(No Inf ormajiion) • 

SAMPLE PLACES OF WORK 

- Artists studios . . , 1., 
r Businesses that sell custom-made concrete? plaster? stone? or tile products 

-Fashion houses ... x -4 - 7, 

- For yourself? as a tree-lance artist or cartoonist 
. - Motion Picture and TV studios. 

- Museums 

- Printing and publishing companies 

- Product manufacturers ^ 

- Stonework shops - , 




113 



101 



326 PHOTOGRAPHERS 



PHOTOGRAPHERS use still and Aotion-picture cdiKerds to portrsu thin^Sf peopley plscesf Q^d 
eveniSf Then use d vdrietn of CdRterds arid lenses and nsn^ t^pes of filkt* Thbu trou use specidl 
lisihtind eduipnenty such ds fld<ih units? floodlights and reflectorst Soirie develop dnd print 
their own photoslrdPhs dnd enlarge dnd otherwise chsnsie filned imd^s* Hdnn specidlize in s 
certain iwe% of photo^rdPhur such as portrdit? comiercidlKiK^^ iaciustrial work* Some coWr 
weddings 3nd otber eventst 

- 

SAHPIE WORK ACTIVITIES ' 

- Plan and direct the filming of a Aovie ' ' 

- Take pictures of cropsf foijestsf and cities fron airplanes 

- Use a special canera to filii cartoon drawinsis and turn then into Movin^ pictures 

- Take pictures of plant and ani»al tissues X\ 

- Copy x-rays on special photographic film 

- Take pictures of people f places r and events for a newspaper or magazine 

- Pose people to fili» portraits 

- Filn Moviesf usind special power zooa lenses ' 

- Ask rri^htclub and restaurant patrons to pose for Pictures 

- Photograph the finish of a horse race 

- Mix chemicals to process film 



HOURS OF WORK/TRAVEL 



- So»e PHOTOGRAPHERS work lon^ and irregular hours* 

- FREELANCEf PRESS f and COHHERCIAL PHOTOGRAPHERS travel freGuently* 

- PORTAIT and FREELANCE PHOTOGRAHERS »ay work during weekend and evening hours to cover 
weddings and other special events* . 



SAMPLE PLACES OF WORK ^ 



- Coftftercial studios 

- Newspaper and id^azine companies 

- Governnent agencies 

- Photographic eouipiieni suppliers and dealers 

- Industrial firns 

- Motion picture studios 

- Colleges and universities 

- Television networks and companies 
-Medical research firms 

0 



327 DANCERS * 



DANCERS make up and perform dances* They use movements to interpret an idea or a storyy or to 
express rhythm and sound* They may perform in ballets? in dance routines in viusical"^ shows? in 
folk and Jazz dances? or in other kinds of dancinai* They may dance in a ^roup? with a partner? 
or by themselves* They may act or sinsi as well as dance in movie? opera? or TV shows* Many 
DANCERS combine sia^ework with teachinsi* Some become CHOREOGRAPHERS r who create new dances? 
teach them to performers and sometimes direct and siaSle dance routines* 




. 3 SAHPtE. WORK ACTIVITIES * ^ 

- Perform .ah acrobat^Ic^ dance in front pf an audience 

- Dance with a partner on sta^e 

'-^ Sins! and dance in a motion picture 

- Dance with i siroup in a musical play 

* Rehearse dance movements developed by a choreosiraPher 
r% " Create new dances for a ballet or musical shoK* 
r:rnn Hake up danci steps that will tell a story i n.x 



Instruct p'erforiers for specific parts in dance routines ' 
Direct. 3 dance' routine \ . . 

■. ' 

^* ■ . ■ ■ ^ 

HOURS OF yORK/TRAVEL 

DANCERS often work lona hours. They »ay work during weekends and holidays. Many work during 
the evening hours. »x x , l 

^\&r SSr^fS feS"p^orfr'/]o'b;^rnJ SSv^^fS'^one Job to another. So*eti.es, the« »yst 
find other tapes of work when dancing Jobs are not available. 

& 

SAMPLE PLACES OF UQR\^^^ , M 



0 



Ballet or rtbdern dance coiipanies 
Motion picture and TV studios 
Theater ,ahd opera 'companies 



328 PERFORMERS > N.E.C. 



These people perform feats to amaze and entertain audiences in a varieta of settings , including 
ci5?5sel? rodeosI fair" water shows, an^^nusement parks. For exaffiple, same, do ma|ic tricks, 
SJe^air puppltl, or dress up as clowns>- Some tell fortunes or read l.oioscopes. Some work as 
Jui]fle%, Se charmers, or fire eaters. Some perform stunts for movie or TV , Productions.- 
Some train animals to do clever tricks. 



SAMPLE WORK ACTIVITIES v 

. - Perform tricks of 'msaic' usina props such as illusion boxes, scarves, and cards, 

~- A?t'oSt va'SiSCriituaCnsf usina body movements, facial expression, and Gestures 

- Prepare and analaze horoscopes to advise clients re^ardinS future; trends 'and events 

- T^IiSIniSalftoobea commands, compete in shows, or perform tricks to entertain audiences 

- Perform tumbling and balancing feats 

- Perform^amnastie feats while swin^ina on a trapeze 

- Analaze handwriting to appraise people's personal traits 

- Juaale and balance objects, such as balls,, knives, and Plates 

■ - Perform stunts, such as ovecturnina a speeding car for movie or JV^Production 

- ShSw dSrin^and skill ba broncd ridina, calfropina, or bull Pidina at a rodeo 

- Ride 3 horse before Judges in a horse show 

- Perform water-ballet routines to entertain audiences ,• x , * 

- Perform daredevil feats, such as divine from a. hiah diyxna board="into a tank .0f water 

- Walk across a hiah wire and do jieadstands and Somersaults 

- wS5k°as^a fiJe eate^^snake charmer, or sword swallower »»^ff*?"^,^^^L„ . 

- Feed, describe, and indentifa fish enclosed in a tank for the public's amuseisent 

- Stand in for a staj performer during movie or TV scenes 

' . 

HOURS OF UORK/TRAVEL 

- These Jobs often involve evening, weekend, and holidaa work as well as irrea«jlar working 
hours. Some Jobs offer opj>ortunita for part-time work. Some jobs maa be seasonal. 

- Many of these Jobs reouire travel and lengthy periods of time spent awaa from home. 

s 

SAMPLE PLACES OF WORK ' 

- For yourself, as an independent performer 

O ircuse^f fairs? carnivals, rodeosi and other entertainment events 
ERjC tait show i>rofiuctions 
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- Hovie dnd TV studios ^ * 

- Hodflind isfcfncies 

- Ni^lht clubs . ' ' : 

- Aauseaent p^rks and centers ^ ' 




329 URITERSf ARTISTSf AN]) REIATED UORKEPSy N.E»C 



These people use their artistic snd creative skills to devise Rsteridls, to entertsin or inforn 
people* For e><8»plef soie write scripts for comedo shows or funn» things for perforwers to sb^. 
on st8^e» Soae conpose texts for operas bvr fitting words to nusic* Sone create crosswqrd . 
puzzles* SoKe create scenery used in novie or TV productions* Some prepare drdwin^s used in 
furniture Mkind* * • 



SAHPLE UORK ACTIVITIES 



- Urite humorous Bdterial for publicstions or perfor»dnces ^ ' 
CoKPose the text of an operar musical plavi? or choral work > 

- Cut out Pi^ofiles of customers from p^per to form silhouettes 

" Plan and produce ^iiudio (sound) and visual (si^ht) tiaterial for use in conngnications and 
training 

- Prepare working drawings and templates of furniture to help with funiture production 

- Create layouts of scenery and backdr.ops for use' in movie and TV programs 



HOURS OF UORK/TRAVEL 



(No Information) 



SAHPLE PLACES OF WORK * 



" For uourselff as a freelance writer or artist 

- Newspapers? magazines? and other publishing and printing firms 

- Fairsf carnivalsr and other places where sidewalk artists work 

- Furniture manufacturers 

- Radiof TVr and movie companies 



33 EDITORSf REPORTERSf PUBLIC RELATIONS SPECIALISTS! AND ANNOUNCERS 



Editorsr reporters? 
that written and 



public relMipns specialistsr and announcers are concerned with insuring 
spoken information are communicated clearlu and accurately* They Aa^ be 
responsible for seeing that published work is accurate and well-writteni that facts or events 
are accurately and Quickly reported? that a company or ^roup is properly represented to the 
publicf or that news? sportsf or entertainment e^^ents are properly reeprted to audiences* 



331 EDITORS AND REPORTERS 

* , ^ J. ^ 

^-Editors and reporters insure that information or events are published or reported accurately 
and Quickly* They may check news stories^ fictioni and non-fiction for accuracy^ writinsi 
styler ^rammarf and printing errors* They make necessary chanMs and approve final copy for 
publication or broadcast* 
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3312 EDITORS 




SAMPLE MORK ACTIVITIES ^ 

- Direct the scitivites of writers who prepare laterial for publication 

- Review writers' work and make recowtendations for changes 

- Read copy to detect errors in spelling? punctuation? and ^rainaar 

- Inspect newspaper editions before they are released 

- Assiln^freelan^^^ to write articles, reports, reviews, or editorials 

- Assign staff photographers to produce pictures and illustratio is 

- Plan the layout for a publication . ^ ^ u j * • ^ tm 

- Supervise staff writers who prepare scripts for^ broadcasting on radio or TV 

« Edit scripts to ensure that they meet with company policy, laws, and re|«jl3tions 

- Reiieri3rmscri>U 0^^ and decide whether books should be Published, rejected, or 

revised .... _i- i- 

- Urite definitions for publication in 3 diction3ry 

- Edit ^reetin^ C3rd,mess3^es x l 

- Edit motion picture film, TV video t3Pe, 3nd sound tr3cKs 

HOURS OF WORK/TRAVEL 

- NewsP3Per EDITORS m3y be reauired to work during evenings or weekends* Other EDITORS 
^ener3lly h3ve st3nd3rd work week* 

SAMPLE PLACES OF WORK <• 

- Book publishing conpanies 

- Companies thai publish BiaSazines, Journals! , 

- federal arta State agencies 

- Greeting card companies 

- Motion picture studios . , ,. . ' 

- Newspaper companies and other periodic literature 

- Radio and TV companies. • " 



3313 REPORTERS 



REPORTERS collect and analazfe facts about news events and report or write stones about them. 
They prepare news stories for publication in a newspaper or for broaocastin^ or, radio or 

Manw REPORTERS specialize in particular subject areas* such as sports» politic^sl foreign 
fairl? flshion, Tr religion; So!,e write critical reviews of books, jusicjr/rt work, or 
ay" Soifp^eSent iews oiir radio or TV. Soiie Prepare ads, take PhotoSra^s or write 



They nay 
TV 

affa 

pl___ 

editorials. 



SAMPLE 'WORK ACTIVITIES 

- Analyze news and write a colutn or coMentara about it 

- Gather information through research, interviews, and attendance at 

- Prepare outlines for news stories^ . ' 

- Write ads to be published ar broadcasted on radio or TV 
~ Consult with sales staff to ^et information needed to prepare ad 

,v Corrtct »rid revise copy . ^ , , / 

rr.T^«rite critical reviews of books, music, art work, or plays ^ Z 
hKJC writt comments on topics of inttrest to readers 
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- Exaiine ntws ileis of local* nationslf and world significance and decide which ileus to 
include in news broadcasts ^ 

Present news"^ over radio or TV 

- Check the facts of a news stora b« Setting information f roi f ilesi libraries! and interviews 

- Follow leads and ne^stif^s to develop a news storu / 

- Give live reports froi the scent of events # . . 



HOURS OF UORK/TRAVEL 

• * * 

- REPORTERS are under pressure to leet deadlines* Their work ia» denand Ions hours? irregular 
schedules! and travel* The» «a» be reauired to ^ork during weekends and holidays* 

- Softe REPORTERS work part tiie* 

/. • • " ^ 

SAMPLE PLACES OF WORK 



Magazine coipanies 
National press services 
Newspaper coipanies 
Radio and TV stations 



332 PUBLIC RELATIONS SPECIALISTS AND PUBLICITY URITERS 

These people help individuals! Sroups! or organizations promote ideas! services! or products 
and build a Sood public i«ade« Soie handle press or consuner relations* So»e conduct 
political or fund-raisina campaigns* So«e represent an interest Sroup and pronote a policy on 
a public isfeue* In soie Jobs! thea recruit workers or students! or prepare press releases and 
ads for use in newspapers! radio! and TV# They may lake speeches! or plan and conduct sales 
ca«paidns« ^ 

SAHPLE WORK ACTIVITIES 

- Contact leibers of Congress to persuade thei to support certain bills 

- Study proposed laws to see what effect they li^ht have on a clients interest 

- Contact groups that have similar interests. to get thei to support proposed laws 

- Prepare news releases to inform, the public, and describe a clienl^s views on the issue 

- Subftit expense reports ^ 

- Prepare and distribute fact sheets! photos! scripts! and recordings to promote a product or 
policy 

- Represent an eiployer at a public! social! or business gathering 

- Do research to cote up with new ideas to promote a company s services 

- Plan a fund raising campaign for a college - . ^ ^ . ^ 

- Prepare pamphlets that describe the services offered by a government agency ^ ^ 

- Tour the country to make speeches at dealers' conventions to promote sales ^nd goodwill for a 

- Show groups of retail merchants how new products work 

HOURS OF UORK/TRAVEL 

- The work Meek for public relations staffs aenerally is 35 to 40 hours. However? schedules 
ma'd be rearrsnMed because of deadlines* ^ . ■ \ ^ , ■ ^ ^ l.j 

- Sana PUBLIC RELATIONS SPECIALISTS travel out of town to deliver speeches, do research* »nd 
attend wetinSs and activities* ^ , • 

- SoBe workers in this group arc on call around the clock 

SAMPLE PLACES OF UORK 



ERIC 



- Minuf^cturinS fins . ^ 1.24 

- Public utilities -^^^ 
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Transportation coipanies 

Insurance conpanies 

Trade%3nd professional associations 

Schoolsr*^colle^^ »useuiisf and other educationalf reli^iousi and hunan services 
oraanizations x- 
Hospitalsf drui3 coipaniesi and »edical associations 
Public relations consulting fins 
Advert isini^ agencies 



333 RADIO AND TELEVISION ANNOUNCERS 

These People introduce and host radio and TV pro^ra»s. Many RADIO ANNOUNCERS act as disc 
Jockeys* They introduce recorded »usicf Present news f , ads f and coiiimentary.^njey g^^ 
the control boardi sell ad tiner and write commercials and news copy. AWMMJNCERS TV and 
larae radio stations often specialize in announcina sportsr newsf or the "^ff^^f^V JJ®^ ;52 
the research and writing for their own scripts. As well-known personalities! ^hey often are 
asked to take part in comiunity events. 



SAMPLE «ORK ACTIVITIES , 

- Read or »ake up a short speech to identify a station» introduce a showt or announce a station 

- Read'^news flashes* to inform audiences of events 

- Describe a parade or convention for an audience ^ 

- Select and play popular records and tapes for radio listeners 

- Watch a sports event and aive a play-by-play account of the action 

- Rewrite news bulletins ^ ^ - 

- Interview Quests? such as sports figures and ifiovie slars . w t 

- Comment on music and matters of public interest during radio music breaks 

^'i ■ ■ ■ G • 

HOURS OF UORK/TRAVEL 

- RADIO AND TV ANNOUNCERS may work at ni^ht and during weekends and holidays. 

SAHPLE PLACES OF WORK ' 

- Radio and TV broadcasting stations 



'34 ATHLETES AND RELATED WORKERS 



These workers are involved in sports and athletics. Soiie work as coaches* trainersr or sco«jts. 
Soae ■ansae business affairs for athletes. Soiie. officiate at sports events as UUP ires* ti»ers» 
clockersf Judaesf startersf or scorers. Soiie direct activites at sports events. Sone engase 
in Physical contact spo^^ Professional hockey, football, baseball, or boxing. Sone 

coMpete in car, notorcycle, horse, or other races. ' " . 

- SAHPLE WORK ACTIVITIES 

- Direct the training of a professional sports team 

- Handle business affairs for pro athletes .^^ ^ " 

- Evaluate athletes' skills and tra to to siSn the* on with a team 

- Direct, activities at a car or Botorcycle ■racetrsck 

0" .an racing schedules . ^ • , u 

FRirlvift and treat athletes to keei^ the* xn top physical shapR 
^^^ain hor»t» for racina X'^r) 



^Instruct athlttfs in i^aie str^ie^ies and tehnioues 

- Drive 8 racini car in cotFetiton 
r Ride a racehorse at a racetrack 

^ Uatch horses at racetracks to detect broken racing rules 

Uftpire at SMrtin^ events 
* Take part athletic eventir such as footballt boxini^f and hockey 

- Clock (tiM) racehorses 

- Record the laps completed b» racecar drivers 

- yei^h Jocke«rfS and ridin!f eauiPMnt before and after horsera(:es 
Vave siMnal flais to start and stop car motorcycle races and to 
conditions . ^ 

- Ride racehorses to exercise and condition thet for racing 



infbrik drivers of iracfk 



HOURS OF WORK/TRAVEL 

Hany of these Jobs involve irregular working hours including work during evenings and 
weekends » As aanv sports are plawed only part of the wearr som workers ftyst look for other 
Jobs durinit off seasons i Professional athletes spend lon^ hours traininsi and preparing for 
athletic contestis* 

Han» of these Jobs reouire travel to take part in or officiate at sports events? or to look 
for new plawers* 



SAMPLE PLACES OF WORK 



Professional sports teafts 
StadiuBsy coliseuBsr and ^^Mnasiufts 
Race tracks 

Schools and universities 
Race horse owners 

For yourself IT as -an independent athlete of trainer 



1 
i 
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3599 HEALTH TECHNOLOGISTS AND TECHNICIANS 

Health technoloaists and technicians wofk in nedical laboratories, hospitals, clinics, and 
n5?i^« tn perforii dissnostic and treatient procedures. Technoldaists nay supervise 
tUhnician? sV Jell as perform teJhnical Procedures to analyze sa«.Ples, take x-ra«s. Perform 
certain nursina services, keep records, or assist in providina dental care. 



26 HEALTH TECHNOLOGISTS AND TECHNICIANS 



Health technologists and technicians work in medical laboratories, hospitals, clinics, and 
offices tSperfor. diagnostic and treat.ent Procedures. Technologists maa supervise 
tIchSicians as well as perfSri. the same technical Procedures to analyze sajples, take x-rays, 
JlSS« cSrtIL niJsin/services, kee? records, or assist in providing dental care. 



362 CLINICAL LABORATORY TECHNOLOGISTS AND TECHNICIANS 

These people perform lab tests, to Set information doctors need to diagnose the causes and 
r^fnL nf diLacpc They use microscQpes, chemicals, and precise instruments to run tests on 
b oSd! °(is "eirnnd'fluiSrf*r5rrhe°human.body. .In small l^*'^' 

*ac+c Tr. lap«iP labsf they usually specialize in one sres* Most of these worKers conouct 
t^siriliated Inpatient treaLent,howlver some do research, develop lab techniGues, teach, or 
head lab programs. 

SAMPLE WORK ACTIVITIES 

- Obtain blood, urine, and pus samples from patients 

- Cut, stain, and mount body tissue samples for study 

- Group or type blood and crossmatch blood samples 

- SirI^ri3orkJ?s^whrplrform chemical tests on body tissue samples 

- Assian workers to perform x-ray exams of bones 

- Test spinal fluid for acetone bodies jj„4.„,4.. 

- Look f or sians of disease or parasites in tissue^ taken from dead Patients 

- oSate eoSipment to maki sound patterns and Pictures of body oraans 

- Do medical research to find ways to control or cure disease 

- Prepare solutions used in chemical tests 

HOURS OF WORK/TRAVEL 

- CLINICAL LAB WORKERS who work in hospitals can expect some evening and weekend duts. 

SAMPLE PLACES OF > WORK !5i 

- Hospitals - . 

- Independent laboratories 

- Doctors' offices 

- Clinics , . . 

- Public health agencies 

- Drua companies 

' - Research institutes 

- Military services^ 

- US Public Health Service 

- Veterans Adiinistration 
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363 DENTAL HYGIENISTS 



DENTAL HYGIENISTS work with dentists as part of s dental health teawu They try to help people 
develop and maintain aood oral health* They clean and polish patients' teeth? aive theA 
flouride treatments to prevent tooth decay? and iell then how to care for their teeth and Sums* 
They also take medical and dental histories? expose and develop dental histories? expose afid 
develop dental x-ray film? and make impressions of teeth for study models* Some sive talks on 
dental health in schools? assist in research projects? or teach* 



•a 1 

SAMPLE WORK ACTIVITIES ~ 

- Remove calcium depostis and stains from teeth? usins a dental brush? rubber cup? and cleaning 
compound 

- Mark charts of people's teeth to show the region and amount of decay 

- Give pain-killins shots to patients 

- Place and remove temporary dental structures 

- Give lectures on oral health to school and community Groups 

. - Use slide films and charts to show people how to properly care for their teeth and sums 



HOURS OF WORK/TRAVEL 



- Many DENTAL HYGIENISTS work part time* 



SAMPLE PLACES OF UORK 



- Private dental offices 

- Public health agencies 

- School systems 

- Industrial plants 

- Hospitals and clinics 

- Government agencies that provide health services 

- Military services 



364 HEALTH RECORD TECHNOLOGISTS AND TECHNICIANS 



These people maintain medical records of patients in a hospital? clinic? or doctor's office* A 
medical record is a permanent report of a patient's condition and treatment* These workers 
copy medical data onto forms? analyze and code information? compile statistics? and' keep files 
of records* They also find medical information for doctors and others upon reouest. Some plan 
new ways to keep health records up to date* 



SAMPLE WORK ACTIVITIES ^ 

- Review medical records to make sure they are complete and accurate 
Code diseases? operations? and treatments 

- Compile medical data for statistical reports 

- Copy medical reports . x- ■ 

- Keep files under certain headings such as "patient?" "disease?" or "operation 

- Direct workers to file patient^records ^ ^ 

- Send medical reports and records to other departments 

- Provide patient information to the medical staff 



HOURS OF yORK/TRAVEL 
- HEALTH RECORD UORKERS Generally have a standa^rd 40-hour week* 
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SAHPLE PLACES OF UORK 



Hospitalsr clinicsf and nursing hotes 

- Co»iiunii» health centers 

- Government agencies 

- Hedical consulting fir»s 

- Health nainten^nce organizations 

- i^blic health departnents 

- Insurance conpanies 



365 RADIOLOGIC TECHNOLOGISTS AND TECHNICIANS 



These workers take x-ray pictures of patients to help doctors dxaSnose and treat injuries and 
dislases. They also 3ive radiation treatments to cancer patients, as prescribed oy a /doctor. 
Sometimesr they prepare *adioactive solutions for patients to swallow or have injected. Thea 
thSn JJI speciJl cameras tJ find areas in body organs that have a certain reaction to the 
SlStiSn. They also prepare and keep treatment records . and Prepare work schedules for 
assistants. 

SAMPLE UORK ACTIVITIES . 

- Position patients under x-ray machines , * * xu^ tho v-ra«c 

- Place lead plates over parts of patients' bodies to protect them from the x-rays 

- Give patients druas so that their organs will appear on x-ray Pictures 

- Adjust x-ray eouipment to change the time of exposure 

- Direct the work of an x-ray department ,ii„^*^/ s,„H4==r 

- Use aeiaer counters to trace radioactive materials in patients' oodies 

- Make minor repairs to eouipment ^ , ■■ 

- Use lab technioues to study red blood cells 

HOURS OF WORK/TRAVEL 

- These workers aenerally work a 40-hour week that may include evening or weekend hours. 



SAMPLE PLACES OF UORK 



- Hospitals 

- Hedicel laboratories , 

- Doctors' and dentists' offices or clinics 

- Federal and state health aaenCies 

- Public school systems • 



366 LICENSED PRACTICAL NURSES 



LICENSED PRACTICAL NURSES help care for sick and injured people in hospitals, clinics, doctor's 
offices, and private homes. They work under the direction of doctors and registered nurses to 
provide bedside patient care and help examine and treat patients. They bathe, dress, feed and 
^ive medicines to pUients.T also try to make patients comfortable and cheer them up. 
ThSse whS w5rk in a doctor's office may set appointments, record "edical information, and 
perform other clerical tasks. 



SAHPLE UORK ACTIVITIES 



I2d 



•?r tkt Mtitnts' tMMraturtf blood pressure? and pulse rate 
ivt tntMs and alcohol rubs , 



eric; 



^» . • . 

- Dress wounds with bandages and medicines 

- AssMble toui^Btnt such as o^^Men units 

- Prepare food travs and fetd patients 

- Record patients' dailv fluid intake and output 

- Bathe and dress patients 

- Clean roofts and aake beds 

- Take care of saall infants 
Give Medicines to patients 



HOURS OF WORK/TRAVEL 



- LICENSED PRACTICAL NURSES who work in hospitals ^ener^U^ havee a 40 hour weeki but often 
this includes so»e work at nidht and on weekends and holidays* 

- In private hoaes? PRACTICAL NURSES usually work 8 to 12 hours a dau and home at ni^ht* 

- Softe PRACTICAL NURSES work part-tine* 



8AHPLE PLACES OF WORK 



- Hospitals 

- Nursing hoaes 

- Clinics 

- Doctors' offices 

- Sanitariuii and other lond-t em care facilities 

- Public health agencies 

- Welfare and reli<Sious or^Sanizations 

- Private hoaes 



369 HEALTH TECHNOLOGISTS AND TECHNICIANS! N*E.C* 



These people perfori various technical tasks to ^t infomation needed for the dia^nosisf 
treatment y and control of diseases* Theiii also aa^ help treat patients or conduct prodrans to , 
control and prevent health hazards and diseases* Soae use nedical eouipoient to test bodi^/ 
speciaensi Soae aix and dispense dru^s* Soae prepare patients for suriierw* Soae fit patient^ 
with artificial liabsJ Soae take precise readiness of patients' heart rates and brain waye^* 
Some.perfora routine aedical lab tests* 



SAMPLE HORK ACTIVITIES 



- Prepare vaccines and seruas used to prevent aniaal diseases 

Design artificial (fake) liabs for patients who have lost an ara or led 
Test people's hearinii 

- S^t UP and operate artificial kidnew aachines 

- Measure people's brain waves 

- Perfora routine lab tests in a aedical lab 

- Plan and direct prodraas to set and enforce health standards 

- Conduct a prodraa in an industrial plant to prevent health hazards 

- Keep patient records* schedule appointaentsy and prepare patients for exaas 

- Give aedical aid to^'tfo^kers aboard.subaarines or ships . s:^ 

- Help people who have ei:/e defects develop and use their vision 

- Give first-aid treataent to people as a aeaber of an eaersienc^ aedical teaa ^ 

- Prepare patients and operation rooas for surgical procedures « 

- Appliiff adJustv and reaove casts and splints for patients 



HOURS OF WORK/TRAVEL 



- Soae of these Jobs ma^ reouire evening and/or weekend work* 
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SAMPLE PLACES OF UORK 

- Ho5pii.t>U anci clinics 
" Doctor-:' offices , 

- E-iner^ency health services 
Anibulsnce services 
fledical laboratories 
Public health agencies 

- Schools and universities 
Military services^. 

- Veterinarians' offices ^ , . 
Ctwanies that make nedical devices 



3699 TECHNOLOGISTS AND TECHNICIANS^ EXCEPT HEALTH 



These workers use specialized skills to perform tests? provide infor»3tion> or develop 
products. They bbh work with engineers or scientists? perfor»ina practical tasks to test ideas 
or theories* They nay operate specialized eauipwent or control air traffict They Ray write 
computer proSraisr draft leSal docunents? write technical manualSf or assist surveyors and 
cartographers in »ap~iiakina and draftinst* 



37 ENGINEERING AND RELATED TECHNOLOGISTS AND TECHNICIANS 

These workers assist engineers in examining data and testing products* They nay test 
»echanic3l eauipientf industrial tools? or electrical products designed b^J engineers* They 
recQrd data froa experiments and projects or calculate ripsults* They May work with architects? 
surveyors? or cartographers fathering data? drawing plans? notinf land for»5? or doin^ 
calculations* They use inathewatics? drafting skills? and technical knowledge of enSmeerina 
principles* _7 



371 ENGINEERING TECH0L06ISTS AND TECHNICIANS 



People in these occupations help eni^ineers? scientists? and surveyors. They .»ay help 
electrical engineers design and build electrical or electronic eouipftent* They may work with 
flipchanical engineers to desisJn and develop machinery? or they nay help industrial engineers 
Plan and ioipleiiieni production of Soods and services* They test eouipfteni conduct studies? and 
help solve problems* , - 



3711 ELECTRICAL AND ELECTRONIC ENGINEERING TECHNOLOGISTS AND TECHNICIANS 

People in these Jobs work with engineers and scientists to design and build electrical and 
electronic eouipnent. They also install? repair? test? and operate such eauipftent* The types 
of eouipflient the^ work with ran^e from radio? .radar? sonar? and TV eouipnent to industrial and 
medical »easurina and control devices* 

SAMPLE WORK ACTIVITIES 



- Test electronic instrufterds in a lab and use math to, reduce test results to usable for* 
— Put together switch panels and transformers 

- Preg'sre design plans and models for new eauipment » 

- Inspect electronic units for faults and replace worn or damaged parts 

- Train and supervise workers wh6. installs test? and repair meters 

- Testf repair? and adjust visual^nd sound eauipment ^ ^ . x • 

- Prepare technical reports? chartsy and Graphs that describe how new eouipment works 

HOURS OF WORK/TRAVEL 

- In most Jobs? these workers have a standard 35-40 hour work week* 

SA^IPLE PLACES OF WORK 

- Private businesses of manufacturing firms 

- Companies that make electrical or electronic eouipment 

- Communications firms 

- Government agencies * 

O - Military services 1 QO 
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3712 INDUSTRIE ENGINEERING TECHNOLOGISTS I TECHNICIANS 



These workers help irrdustVisl engineers plan the best uses of workersf materialsj snd^ftschines 
to produce Soods and services. Thea prepare layout^ of »3c[)inerif and eauipmentf plan the work 
flow» do statistical studies? and determine production costs. They also^onduct time p/id 
motion stiidies- (analyze the time, and movements a worker needs to complete a ta^J. , 

- . ' ■ .■ , " ' ■ . > . 

SAMPLE HORK> ACTIVITIES / 

- Study and record the time f mot ion> methodsf and speed used by workers to complete tasks 
'-^Prepare charts and Graphs that show work flow and floor layouts 

- Perform workers' tasks to see how fast they mi^ht^^et tired , 

- Use' a stop watch? camerar and other 6ouipffient>o measure how fast a worker perforifis a task 

- Su^^est' ways to change eetuipment ta make work easier 

- Help plan worker assi^riinents ; - 1. 

- Study Job tasks to set standard production r^tes 

HOURS OF WORK/TRAVEL ' 

- Host workers in these Jobs have a re^uUr 35-40 hour, work week. 

SAMPLE PLACES OF WORK 

- LarSe manufscturina or industrial plants- > - >h 

- FMi?Il""overnm^Jt''3aIS^^^ especially the Departments of Defense, Transportation, 
Aariculture, Interior, and Commerce 

- Slate and local Government .agencies . " 



3713 MECHAi^ICAL ENGINEERING TECHNOLOGISTS I TECHNICIANS 

— ' ' . 

These people help engineers in design- and developme'n-t work. They make sketches and rouah 
layouts of machinery and other eauipment and /parts. They also f ifure out the costs and 
usefulness of product designs. They often use complex instruments, test eouipment, and- Sauces 
to lest new product design. They may estimate labor costs, eoui.pment life, and ^Isnt space 
needed for new operations. Sometimes they. work with engineers to solve production problems. 

■ ' ■ ■ 

SAMPLE WORK ACTIVITIES 

- Study blueprints. to determine how to test new machinery and eouipment 

- Make detailed drawings of machine parts 
v" Build and test equipment models 

" Write work orders and purchase reouests * 

- Lay out cutting lines for machirfery • . ^ x ^ x 

- Plan how to makej install f and test a climate control system ^ , . . 

^ Estimate how much it Will cost to build, test, and install a heat-transfer unit 
— Study master drawings of auto-body parts to see if designs meet shop standards 

- Check math calculations used in desi^nin^ a machine 
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HOURS OF MORK^RAVEL <> 
Most of these workers have standard work hours* 

SAMPLE PLACES OF WORK 



Machinery! electrical eouif»iient> and aerosi^ace industi*ies , 
Engineer ini^ firiks 

Federal dovernuent adenciest especially in the De^arttents 

A^riculturev Interion and Connerce 

State and local siovernftent agencies 

Colleges and universities ^ ' v . 

Businesses that sell Mechanical parts and eouiPient 



of Defense? Transportation! 



3719 ENGINEERING TECHNOLOGISTS AND TECHNICIANS! NfE»C. 

c 

. ■■ ■• ' ^ • : / 

These people assist engineers in lab and production work» They do sCjch thinsis» as set up and 
operate testing eouiptentf build experimental products? and/TeMre drawings of »achintry^and 
eQuipiientt They record leter readings? • take fceasurewents! and prepare Graphs and charts^ 
may prepare eciuiptent specifications and interpret eo^ineerinst plans for other workers • 
nay operate electronic sound devices » 



They 
They 



SAMPLE yORK ACTIVITIES / , 

- Operate eauiptent to test netal aircraft parts for faults in their dfsifin and construction 

- Organize information for engineering reports „ • • 

- Build and repair experimental Products ^ ^ . / . v . 

- Prepare charts? ahd perform tests to help a chemical engineer develop products 

- Test fluids taken from oil well sites to see how much oil the well miiht produce 

- Conduct experiments to help an enslineer develop /iew weldina equipment and processes 
-Measure the strength! hardness! and other propertii^s of metal samples! usins special testmjl 

machines . . 

- Prepare detailed drawings of farm machinery 

- Interpret endineerind plans for Production worker^ ; . w x ^ * 

- Operate eouipment to control the loudness of voices and. music during staale performances 

- Record music! voices? or sound effects during radio or TV shows - 

- Operate an electronic device to record shock waves f romlexplosions/ ' 

- Edit iriusic? dialogue? and sound effects used in movie f^lms i 

It ' 

HOURS/DF WORK/TRAVEL — , 

- These people work in a variety of places? including labs? workshops? studios? mines? and oil 
fieldst Some Jobs reouire travel to collect information? perform on-site tests? or record 
stade performance* Others involve little or no travel* 

- Some of these Jobs may reouire work durinsl. eveninfis and weekends* 



SAMPLE PLACES OF HORK 



- Aircraft manufacturers 

- Research laborMories 

- Oil companies 

- Iron and steel industries 

- Theaters ^ -r.. x _.• 

- Movie? radio? and TV studips ^ ^ 

- Cofffpanies that manufacture lilass products 
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372 DRAFTING OCCUPATIONS - . 

DRAFTERS prepare detailed plarfe and drawings based on rou^h sketches? specif ifrationsf and 
calculations made by scientists? engineers! architects? and designers* These plans snd 
drawings are used in construction? iianuf acturin^? and e^n^ineerin^* They also calculate the 
strength? Quality? Quantity? and cost of materials. They use drafting tools? technical 
handbooks? tables? and calculators. 

SAMPLE WORK ACTIVITIES 

- Draw the structural features of buildings 
Prepare plans for drainage and irrigation systeiiis 

- Draft engineering drawings of airplanes and missiles 

- Draft drawings of wiring diagrams for use by construction crews and repairers 

- Draft layout cjfawin^s used in the lanufacture? assembly? gnd repair of TV cameras and 
computers ■ ^ 

- Draft detailed construction! drawings? ^maps? and other plans used to plan and construct 

•highways . 4 , x x 

- Draw plans and details for reinforced steel> concrete* and wood structures 

- Draft detailed drawing plans for the manufacture of tools \ , x- * 1 ^ -4 

- Draw maps? diagrams? and profiles to show land formations and .the location of oil deposits 

- Draw the structural and mechanical featured of ships? docks? and other marine structures 

- Examine drawings of auto parts for accuracy 

- Draft designs of aircraft engines and rockeV control systems 

HOURS OF WORK/TRAVEL ' - 

* 

- Generaly DRAFTERS have a regular 35-40 hour work week. , 

SAMPLE PLACES OF WORK ' 

- Colleges and universities . 

- Constructiori industries 

• Electrical eouipment industries 
'"■ Engineering and architectural firms W 

- Fabricated Inetals industries • . 

- Federal? state and local Government agencies 

- Machinery manufacturers 

- Petroleuft industries 



373 SURVEYING AND MAPPING TECHNICIANS 



These workers help surveyors and cartographers identify natural and political boundaries? land 
formations? and distances^ This information is used for leGal descriptions* construction data? 
or map-makinG. Workers may operate sUrvey eQUipi»ent> record distances-^and angles? or obtain 
Photographs? survey notes* and leSal records. They use technical and drafting tools to Plot 

elevations? draw maps? or make charts and Graphs. 

0 . ' 



• . \ 3733 SURVEYING TECHNICIANS 

' * J. ^ 

SURVEYING TECHNICIANS help surveyors determine the location and boundaries of land areas for 
construction? mininG?^and other purposed. PARTY CHIEFS are SURVEYING TECHNICIANS who lead the 
day-to-day work activities of a survey. INSTRUMENT ASSISTANTS adjust and operate survey 
instruments and eouipment. They als,o compile notes? make sketchesf and ke^p records of data 
obtained during. field surveys. 
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SAMPLE UORK ACTIVITIES ^ < 

0 . " 

- Lead thf work of a survev Mrty under the direction -of 3 land surveyor 

- Use surveainsi instruaents and eauipient to detenine land an^les^ pointsr and contours 

- CotPile notesf take sketches^ and keep records of data obtained and wc>rk done 

- Direct other survey tean aeabers ^ 

- Use an electronic instrunent to measure distances 

, ■ * ' ^ '■ 

HOURS OF WORK/TRAVEL 

- SURVEYING TEGHNICIANS usually work an 8-hour <iay>' 5 day weekf (Soietiiies they work lonMtr 

- SURvIyINg'M^ •ust travel lona distances or find temporary housini near 
survey, sites* r . , 



SAHPLE PLACES OF UORK 
Construction companies 

Federal ^overnnent adenciesy inclOdinfil theJ 



US Geological Survey 
'Bureau of L^nd Hanadenent 
Ariny Corps of Engineers 



Forest Service 
National Ocean Survey 
Defense Happing. Agency 



State and local dovernihent akenciesi especially in highway departments and urban Planning and 
redevelopment agencies \ ; • 

Engineering and architectural consulting firms , - 

Crude pe1,roleum and natural 3as companies 

Public utilities , I « ^ ^ 



3734 CARTOGRAPHIC TECHNICIANS 



These workers plam desianf drawf and edit maps and charts* Some supervise map production* 
They work from survey notesr^ Photographs* and land records to prepare mapsi charts* and 
drl2i?i5s th?t show land features* They determine the l^f^^ion and hames of natur^ and 
constucted f ea^ Political boundaries* and other features* They use ^drafting* mapping* a^ 
other precision tools to complete and measure scaled distances and prepare the maps* 



SAHPLE UORK ACTIVITIES 



Supervise map production 

• • Decide the size maps should be and 
the scale by which they should be 

drawn* ^ . 

• Inform workers of maps* surveys* and 
. eauipmenf tlhey might use in drawing 

Prepare maps and charts that show natural 
boundaries 

• Study maps* survey data* and records 
to find out the names and locations of 
land fe-:: lures* 

• Letter in the names of rivers and 
towns on maps ^. ^ 

• Compute and measure distances 
between points* - 



maps* 

♦ Supervise drafting workers who make 
maps used for building i^ipelines* 

* Check completed maps /or neatness 

and accuracy* . * 

land features* construction* and/or political 



Use drafting tools to draw and* 
revise maps 

Make Elastic models of maps that 
show raised areas such as mountains 
Use geometry to determine the 

elevation of hills* trees* and 
buildings 
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HOURS OF UORK/TRAVEL 



- So«e of these workers occasionslla io on field trips with a survey crew to collect 
information for USPS. x - x i j ji • 

- Workers in these Jobs may sometimes work overtime to meet deadlines. 

SAMPLE PLACES OF WORK 

- Federal ^overn*erit s^enciesf such as the? ^ " - 

♦ Arpiy Corps of Engineers ' 

♦ Defense Hsppin^ Agency 

♦ National Ocean Survey 

♦ U»3» Forest Service 

f LUS» Geological Survey 

- Construction coiripanies 

- Engineering and architectural consulting firiss 
~ Gasf water? and electric utilities . 

statfandloMl loverSSentilencies such as highway departiients^ and urban Planning and 
redevelopnent agencies 

- Public utilities . ' 



3739 SURVEYING TECHNICIANSf H.E.C. 



These workers helP prepare infomation used i» mBPma}^iu^. They study field 1^°^^^? [^^^f ' 

and other information collected by engineering survey parties* Tney use this information to 
compute the an^lesr areas, and directions of l^nd formations/ 'They work from reference tables 
and use calculators or computers to perform math calculatjiof^s* . 

SAMPLE UORK ACTIVITIES / 

f 

- Study survey field notes / ... \ 

- Uort< from survey reference tables (listings of the distance markers set by a survey crew) 

- Use a calculating machine oj computer to compute an^^es? areasf and directions 

/ 

HOURS OF UORK/TRAVEL , ' / . ^ \ " 

(No Infornistion) 

SAMPLE PLACES OF WORK 

- U»S» Geological Survey 

• Bureau of Land Mana^emenit 

• Arffiy Corps of Engineers 

U»3k arid Stale forest services 

- State highway departments . , ^ 

- Urban pjannin^ and redevelopment agencies ^ 

- Private surveying firms 

- Oil companies 



I. 



1 



18 SCIENCE TECHNOLODISTS AND TECHNICIANS 



These workers use scienlific» matheiaticalf and technical skills to help scientists and 
engineers develop and test products and ideas. Thea mh carra out exper merits to inprove 
production or test for oualita control. Thea >da use natheiiatics to test theories and ideas of 
engineers and scientists; Sow work with nuclear natter* neasunna radi3tior),.levels. Sone 
record the results of experinents and projects* 



382 BIOLOGICAL TECHNOLOGISTS AND TECHNICIANSf EXCEPT HEALTH 

These people work in lab'^f where they perforin tests and run experinnts to help scientists 
develop better ways of producing Plant and aninal products. Their work varies fron looking for 
ways to increase Producton from animals to trains to inprove the Qualita of natural fibers. 
SonI are involved in animal breeding or the developnent of new tapes of seeds. Others studa 
the effects of various feeds on aninal Growth and health. 

SAMPLE WORK ACTIVITES ' • • 

- Develop new and belter ways to Produce and preserve da ira Products / 

- Study onimalf Plant* and nan-nade fibers to find waas to inprove their aualita / 
• Test new blends of fibers for strength / 

- Study animal tissues under a nicroscope . ^x^^l 
Record information about annuals for use in breeding new stock 

- Clean and sterilize Isb eouipnent 

- Grow and identify bacteria found in animal products 

- Jcsi seeds-fot purityi weed content* and ability to srow , 

- F'ptt&app plant and animal specimens for use as teachins aids . / , . ... 

- Gitrfist feedfto anim^^ the effects they have on animal /Growth and health 

- Treat trees and shrubs to improve their appearance* health? and vaiu^ 

- Test chicken blood for disease ^w^^ 
Collect semen from roosters and »jse it to fertilize hens and e^as 

- Inject prepared bull semen into cows to breed new stock 
« Identify Plant and insect specimens 

HOURS^F WORK/TRANEL 



Most of these workers-keep regular hours in laboratories/and industrial Plants* Others work 
part or all of their time outdoors* / 





/ 



SAMPLE PLACES OF WORK 

M^rcultural laboratories and experimental stations. ^. ^ ^ ui 

Animal breeding associations and artificial insemination distributorships 

Farms and dairies . ' ^ • ^ 

Federal and state Government asiencies 
Firms that provide technical services to farmers 
Private industry . 



383 CHEMICAL AND NUCLEAR TECHNOLOGISTS AND TECHNICIANS 

These workers test cjiemicals? petroleum products? and nuclear materials for scientists and 
enlineers" The^ researcfr to develop new products or test for Quality ""trol. Thty may 

P?ep3?r nuclear mat^ for shippiri5(f test radiation levels? and record data from 

eJpe?iSents\ fh^^ lab eauiPment? and mathematical skills as thty 

research and test materials and products* 
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3831 tHEHICAL TECHNOLOGISTS m TECHNICIANS 

/ 

These people help chenists and cheiiicsl engineers develo> and test chemicals and related 
products and eouipoient* Most do research and develof^nent work* Some work in production? where 
they put into operation the processes and products developed in the research labs* They also 
test materials? processes? and products to make sure they meet standards* Many workers in 
these Jobs use computers and complex lab eouipmerit* 



SAMPLE WORK ACTIVITIES 

- Set UP and adjust lab eouipment? such as microscopes and centrifuges 

- Use cheniicel and math formulas to prepare solutions , , , i. . , \j ^ x 

- Use furnaces? beakers? Pipettes? a&d other lao equipment to test materials and products 
~ Write reports that describe testing procedures used in a study 

" Develop color formulas for use in printing cloth 
~ Test water to see whether it is safe to drink 

- Grow yeast cell cultures used in making beer 

-Measure and test fiber samples to control the Quality of fiber products 

- Test pre and minerals to determine their value and physical properties 

- SfTieli arid test perfumes to make sure that they meet set standards 

- Test food products for purity • . 

- Keep records of materials in storage 



HOURS OF WORK/TRAVEL 

- Host CHEMICAL TECHNOLOGISTS and TECHNICIANS work regular hours in a laboratory or industrial 
plant* 



SAMPLE PLACES OF WORK ^ 

- Firms in the following product areas! 

I. *" ■ ' 

I DrUi^s • Nuclear energy 

* Electronics manufacturing * Paper and related products 

* Food processing • Petroleum refining 

* Industrial chemicals \ 

- Federal and State Government agencies? primarily in the Departments of Defense? Agriculture? 
and Interior 

- Public and private research firms 

- Water treatment facilities 



3832 NUCLEAR TECHNOLOGISTS AND TECHNICIANS 



These people work with radioacive materials* Some use remote control devices to prepare 
nuclear matter for shipping. Some test nuclear materials? or measure levels of radiation in 
work areas* Some record information about nuclear experiments and operations* These workers 
often use math formulas and complex instruments and eouipment* They must use caution in 
performing their Jobs? as the materials they wopk with are extremely dangerous* 



SAMPLE WORK ACTIVITIES 



-Operate remote-controlled eouipment to do tests ^n radioactive materials 

- Make sure that support systems (such as water cooling and power source) are ready before an 
experiment is run 

- Match displays on a control panel during experiments ^ 

- Record, information about experiments in a lo^ XoiJ 

- Control eouipment used to make m'aterials radioactive 

O impute the radiation time and dosage for experiments , 
Ur^wer food? plastic? or metal materials into a tube to be irradiated 



- Use Meters 3nd ^su^es to test the physical properties of irradidted iidteridls 

- Reffiove ssiiples of radiodctive naterisls froft 3 nuclear reactor 

" Calculate thft tenp^rature and pressure limits for a nuclear reactor 



HOURS OF UORK/TRAVEL 



(No InfOfiiation) 



, SAHPLE PLACES OF UORK 



- Federal Governiient a^enciesf particularly io the research pro^raK of the U*S* Depart*ent of 
Energy 

- Nuclear Manufacturing facilities . 

- Nuclear power plants 

- Nuclear research laboratories 

- Weapons manufacturing plants 



3833 PETROLEUH TECHNOLOGISTS AND TECHNICIANS 



These workers do technical tasks to support the prospectina> drillinsl* and production 
operations of an oil conpan^* Soiie use special instruments to find land areas that contain oil 
deposits or to detemine the amount of oil or ^as a well will produce* Soae collect 
infomation on the drilling? exploration! and leasing activities of other companies in order to 
identify proMisind areas to explore and lease* Sone classify and sort rocks and fossils taken 
froM a well to prepare thei for lab tests* Bone analyze saMPles of muq and drill cuttings to 
see if they contain oil or ^as* 



SAMPLE UORK ACTIVITIES 



that contain oil deposits 

* Open and close circuits to^send 
current into the earth 

* Read dials and record the readings 

* Oeterftine why instruments are not 
workinii properly and «ake repairs 



determine how Much oil or s(as a well will 



truck darkroom 

* Interpret israphs for customer. 

* Use precision devices to measure the 
dimensions of the borehole 

- Collect information about oil well drilling. operations from other oilfields? the pressi lease 
brokersf and other sources 

« Interview people and watch field wells 

operations to det informationy such as * Obtain informaiton on the Purpose 
the depth of wells and the amount of and locations of lease Purchases made 

oil flow by other companies 

» Collect rock and oil samples from 

Analyze mud and drill cuttiniSs to detect the presence of oil or slas 

, . . t> 

* Attach measurement devices to samples taken from wells 
drillini^ equipment * Keep records of dial readinsis and 

I Read das-detection meters testis made ^ 

• Use lab eouipment to analyze mud 

O Classify and sort rock and fossil specimens taken from a ias or oil well 
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- Use electircal instruments to find land areas 

» Transport prospecting eauipment to 
land sites 

* H^Ip lay out and connect cablesf 
instrument panels y and other 
electrical eouipment 

* Adjust the instruments 

- Use sound or ntjclear measuring instruments to 
produce 

» Signal a^worker to lower the 

instruments into the well 
» Turn dials on a control panel to 

adjust and start a recording device 

* Print copies of recorded Graphs in a 



tleany wsshf and prepare the samples . Compile background information about 
us ins brushes or cleaning solutions rocks or fossils , w 

Separate the specimens b^ type and ♦ Mount the specimens for use in lab 
category tests 



HOURS OF WORK/TRAVEL 

Host oilfield Jobs involve work in remote areas* Workers may expect to move 
Place since their work in a particular field may be complete in a few months* PKOSfttllwu 
WORKERS may be required to move even more freouently* They may be away from home for weeks 
or months at a time» 

SAMPLE PLACES OF WORK 
Oil and natural ass conpsnies 



384 HATHEHATICAL TECHNICIANS 

MATHEMATICAL TECHNICIANS use complex ssth to helP engineers scientists solve specific 

problefts in industry or research. They study information to determine the best math approach 
tJ solve specific problems. They translate this information into numerical values, eauatiohs, 
flow chaHs, and araPhs. They also may chanSe standard math formulas to meet data processing 
reauirements. ' 

SAMPLE WORK ACTIVITIES 

".Talk with scientists and engineers to plan projects 

- Study raw data recorded on magnetic tape> punched cards> or film 

-i Decide the best way to use math to solve problems _ ^ . , ^ * , * 

- Use algebra f ^eometryf and calculus to translate data to meaningful and useful terms 

- Decide how to process data by hand and machine 

- Study processed data to see if there are errors 

HOURS OF WORK/TRAVEL 

- Most of these workers have standard work hours* 

SAMPLE PLACES OF WORK 



Aerospaces communications* machineryf and electrical eouipment industries 

Federal Government agencies » especially in the Department of Defense and the National 

Aerospace Adminstration 

Research and development consulting firms 

Colleges and universities ' 
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3B9 SCIENCE TECHNOLOGISTS AND TECHNICIAHSf NtE.C* 



These workers perform tasks to help scientists in lab and production work* They perforn lab 
tests 3nd help collect and study new information* They may inspect? install* repair* or adjust 
eouipnent and read meters and dau^es* They nay collect and record information and write 
technical reports* Their Job duties rande from testing smoke coming from smokestacks to 
studying aerial photographs to detect military bases* 



SAMPLE UORK ACTIVITIES 



~ Analyze the air in industrial plant to detect foreign matter 

- Test and inspect products at various stages of processing 
~ Build and test new laser devices 

- Repair and adjust medical eouipment and instruments 

- Plan the use of space and facilities for an ai^ency or busine$s . . — 

- Test tractors and other farm eouipment usind testing and recording instruments 

^ Test soundproofing materials used in cars , . 

- Read meters and aau^es to measure the waterflow and pressure in streams and Pipelines 
~ Observe and record weather conditions for use in weather forecasting 

- Conduct tests and field studies for engineers and scientists who try to control pollution 

- Test samples of oil products during processing 

~ Identify mechanical devices* chemicals* and other evidence held in criminal cases 
' Perform chemical tests on packaged beer 

- Perform standard lab tests on textile materials ^. , 

- Pilot an underwater craft to conduct research m marine biology 



HOURS OF WORK/TRAVEL 



(No Information) 



SAHPLE PLACES OF WORK 



- Ore dressing* smelting* and refining industries 

- Electronics manufacturers ^ 

- Instrument manufacturers 
-Agricultural eouipment manufacturers 

- Automobile industries 

- Military services 

- Li^hi* heat* and power companies 
• Textile mills 

- Private research firms 



39 technicians; except health* ENGINEERING* AND SCIENCE 

These workers use specialized knowledge to complete technical tasks such as writing computer 
programs for business or industry* controlling air traffic in airports* or writing technical 
manuals* They may work with radio broadcast eouipment* communicating with ships* transmitting 
radio photographs* or producing TV^ programs. Some work with such technical information as 
le^al briefs* wills* and contracts* while others may decode emergency or. defense messages* 
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392 AIR TRAFFIC CONTROLLERS 



These workers direct and control sir traffic while planes and other aircraft take off» land* 
and are in the air. They keeP track of Planes flaina in their assigned area and talk to the 
Jilotlba radio to aive the* instructions and inforsation. Their first concern safety r, but 
thea »U5t also sake sure that planes auickly enter and leave the airport to cut down on delays. 
Sone relulate airport traffic. Others reSulate flights between airports. 

SAMPLE WORK ACTIVITIES 

- Mana^P the movenent of air traffic between altitude sectors and control centers 

- uS^fassirerair sectors, and radio information such as altitude apd course to Pilots 

- Receive ind send flight plans* weather* and other infomation ba radio 

- Relaa traffic control instructions to pilots . , 

- Keep files of plans for operating under visual flight rules 

- Contact other airports to Set inforiation on overdue aircraft 

- Report lost aircraft to control center for rescue service a 

- Push buttons and pull switches to control' airport runwaa and hazard liShts 

- Keep written records of sessaaes received fro* aircraft 

- <;iiF'0p^/ise workers in an air traffic control tower l^- ^ 

- Use ?3di^Muipient to receive reports and requests fro. firefiahtina crews 

HOURS OF WORK/TRAVEL 

- AIR TRAFFIC CONTROLLERS work a basic 40-hour week* however* thea Maa work extra hours for 

- BeceSiS'contrSr tjle'rs'Ind centers .ust be operated 24 hours a daa, 7' daas a week, 
CONTROLLERS rotate niaht and weekend shifts. - 

SAMPLE PLACES OF WORK 

- For the Federal Aviation Adsiinstration at airports and air route traffic control centers 



393 RADIO 'OPERATORS 

Thocp uorPers operate radio eauipisent to connunicate with aircraft, ships, or other aro«jnd 
stations? or to trIJIftit radio and TV broadcasts. Thea also .aa test, repair, and Mintain the 
l«uUSSnt. Thei" Jobs vara. Sooie send weather and other information to flight crews. Some 
le d Ind receive rIdio photo"raPhs. Some receive radio signals t''°Ve*eraenca units, enem^ 
a^SuPsfor ships in distress. Some control siaht and sound eouipment used in TV broadcasting. 

SAMPLE WORK ACTIVITIES 



- Send arid receive radio messages i 'j j 

- Inspect radio eauipment to make sure it meets liith standards auontc 

- Direct workers who install, test, and operate eouipment to broadcast events 

- S??.f ieSther information and flight instructions to aircraft 

- Operate radio eauipment to receive reports and reoue^ts from firefighters 

- Operate radio eauipment aboard a ship 

- Keep a loS of inessaaes sent and received 

- Ustrh ener^enca freauencies for distress calls . .. ■ x 

- ule teireafjip?.ent, handtools, and Power tools to test or repair radio eauipment 
-Operate electronic eauipment to send and. receive radio photographs 

- Control sound eauipment during TV or radio broadcasts 
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HOURS OF UORK/TRAVEL 



RADIO OPERATORS work in 8 varieta of Jobs and stltinist 
depend upon the specific Job and settini* 



Work hours and travel reauireMrits 



SAMPLE PLACES OF WORK 



Airlines 

Eaerdenc«^ rescue operations 
Federal and state agencies 
Hilitarv services 
Police and fire departients 
Private coMunication fins 
Radio and TV stations 
Ship lines 



396 LEGAL TECHNICIANS 

LEGAL TECHNICIANS assist lawaers and others in the lesfal field. Tht« do such things as search 
for public records and prepare lists or suaiaries of le^al docuiet^ts. Soie study papers to see 
if thea neet le^al reouirenents. Others hold funds and records until leial contracts, art 
fulfilled, Soietiies thea help lawaers prepare drafts of letfal docuwntt «uch as DritfSf 
willsf contracts? deedsr sworn state«entsy or patent applications. 

SAMPLE WORK ACTIVITIES 

- Prepare patent applications and Present them to the US Patent Office 

- Direct workers who search for public records , 
^ Write suiiaries of laws for LAWYERS td refer to in court 

- Review leSal contracts to see if thea confori to certain regulations 

- Research appeals cases of. civil service wprkers ^ x ^ 

- Research lawsf investigate factsf and prepare leial papers to help lawaers prepare court 
cases 

- Look through public records to find properta titles and other leial records 

- File and deliver deeds and other lesial P^fgrs , ^ . , 

- Find out if taxes have been paid. on land that is up for sale rfnn..«n*« fha* 

- Search through public and private records to conpile lists of leial docuients that affect 

properta titles 

- Hold funds for contractinsl parties ^ , 



HOURS OF UORK/TRAVEL 



(No Infornation) 



SAMPLE PLACES OF UORK 



Private and corporate law offices 
Real estate coftpanies 
Oil companies 
Title-insurance coftpanies 
Federal and state agencies 
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397 PR06RAHHERS 



Workers in these occupations write coiiputer pro^rsBis for use in business? research? and 
industry* The programs they write may do audits? keep billing and payroll records? and handle 
other kinds of infomation. Pro^ranis are also used to control ihachinin^ processes or to solve 
Mthf engineering? and scientific probleis# Prd^ramers study the Job to be done by the 
computer and write detailed? coded instructions to the computer for each task it needs to do to 
complete the Job* \ ^ 



3971 PROGRAMMERS? BUSINESS 

These workers write coiriputer pro^raiis to help businesses do audits? keep payroll records? -and 
handle other types of information* Programs are detailed instructions that list steps Mchines 
»ust follow to. organize data? solve problems? or do other tasks* PROGRAMMERS write specific- 
programs for each probleirj. They break each step into a series of coded instructions? usina one 
of thelan^ua^es developed for computers* They test the programs and then prepare instruction 
^ sheets for workers to use in running them* 



SAMPLE WORK ACTIVITIES 

^' ■ * 

■ Study B workflow chart of a business probleii to figure out the steps a computer must use to 

solve the problem ^ - x ^ ' i.^ w« 

- Tslk with business managers to find out the purpose and reauirements of pro^rairis to be 

written. ^ ^ i ^ 

- Write detailed flowcharts of symbols that describe how information will be entered into and 
treated by computers 

~ Correct program errors , , »_ - ui 

- Plan and direct the preparation of programs to process and solve business problems 

- Studs^ test runs on the computer to correct coded programs and input data 

- Train workers to use program codes x - - * x- 

- Develop codes for computers to use to store? find? and retrieve information 

- Prepare records and reports 



HOURS OF WORK/TRAVEL 



- BUSINESS PROGRAMMERS work about 40 hours a week? but their working hours sometimes may vary* 

- Sometimes PROGRAMMERS may report to work early or work late to use the computer when it is 



available* They may sometimes work on weekends* 
When a new program is^bein^ tested? PROGRAMMERS may ^et calls from COMPUTER OPERATORS 
for advice at all hours of the day and Qi^ht* 



asking 



SAMPLE PLACES OF WORK 



Manufacturing firms 

Banks and insurance companies 

Data processing service organizations 

Government agencies 

Consulting firms 

Any lar^e firm that uses computer systems 
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3972 PR06RAMHERS» SCIENTIFIC 



These people write coiputer proairaiis to help solve Mthf enstineerinSt and scientific Proble»s* 
Proarais are detailed instructions that list the steps coiiputers iiust follow to or!itnize data 
or solve a proble*. PROGRAMMERS study problen descriptions and then write specifife proiraM 
for each problen* They break down coded instructions» usin3 one of the special Iwauaaes 
developed for co»puters» They test the proarams to see if they work correctly and then Prepare 
instructions for workers to use in running the»» ^ 

SAMPLE UORK ACTIVITIES 

- Talk with ENGINEERS or SCIENTISTS to find out if probleis can best be solved usina a computer 

- Convert technical problems into forts which coiiputers can understand and work with 

- Decide what symbols to use in writing proSrams . ^ x 

- Prepare flow charts and block .diagrams thai show how nath operations should be carried out 
" Develop codes for math, equations 

- Develop ways to simplify programs and codes 

HOURS OF UORK/TRAVEL 

- SCIENTIFIC PROGRAMMERS work^about 40 hours a weekt but their hours vary* 

- Once or twice a week a PROGRAMMER may work early^ or late to use the computer when it is 
available* Sometimes they may work on weekends* 

- When a new program is bein3 tested» PROGRAMMERS may Set calls from computer operators asking 
•for advice at all hours of the day or niaht* 

SAMPLE PLACES OF WORK 

- Manufacturing firms 

* Research organizations . x- 

- Data processing service organizations 

- Government agencies 

- Companies that make computers 
~ Colleges and universities 

- Consulting firms 



3974 PROGRAMMERS! NUMERICAL » TOOL» AND PROCESS CONTROL 

These people write computer programs used in industry to control machine processes* They study 
drawings and design data (information) to find out how machines workf and then write step-by- 
step instructions for the machines to follow in makinsi a product or controlling a system* Some 
write programs used in steel makinSt fuel recovery» product testin^i and other process control 
systems* Others write instructions for machines to follow in shapinM metal parts* 

SAMPLE UORK ACTIVITIES 

- Study sketches of metal parts to figure out how machines should be set up to produce them 

- Figure out the direction of machine cutting paths 

- Prepare Graphs that show how parts should be cut x »_. 

- Write instruction sheets for workers who set up and operate machines 

- Write instructions in special codes that computerized metal-cuttins machines can follow 

- Write a whole set of instructions for 3 computerized machine used in a steel making plant to 
follow 
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HOURS OF WORK/TRAVEL 
(No Information). 



SAMPLE PLACES OF WORK 

- Any industry that ^ses sutoiftstic nschines controlled by 3 coiputer including 

* . . . ' 

• Hachine.tool nsnuf scturers 

• Petroleu» refiners " . 

• Auto ftsnuf acturers 

• Steel nills * > " 



398 TECHNICAL WRITERS 



These people research^ write* and edit technical laterials* They put technical inforijation 
into readable landua^e* They study reportsi blueprints and other technical Mtter and talk 
with engineers or scientists to ^et infornationt They use this infortation to write Mnualsij 
tfainind »aterials> and research reports* They write proposals to aet »oney to conduct 
projects? develop productsi or do research* A few write speeches and news releases* They also 
may prepare tabiesi chartsi and artwork for publication* 



SAMPLE WORK ACTIVITIES 

Watch products bein^ made and describe in detail the materials and procedures used 

- Read Journals and reports to learn abdyt production Methods 

- Look at trade catalogs and drawings to see how eouipwent is used . 

- Study blueprints? drawin^sr and product samples to describe how products are Made 

- RecoMnend changes in the forn^at and content of published documents 

- Choose Photos and charts that help describe how products are made 
-Keep records and files of writing projects 

- Write speeches and articles for public release 

- Edit materials prepared by other writers 

- Write articles for technical publications 



HOURS OF WORK/TRAVEL 



TECHNICAL WRITERS occasionally work overtime to meet de^dlines* 

FREELANCE WRITERS set their own. hours and often work at home* 

Some TECHNICAL WRITERS muat travel to inspect new projects or to do research* 



SAMPLE PLACES OF WORK 



- Lar^e firms in the electronics? aviations^ aerospace? chemical? dru^? and computer 
manufacturing industri&s ^. 

- Firms in the eneri^y? communications? and computer software fields ^ 

- Research laboratories that do both basic and applied research? (especially those m 
manufacturiniS companies? universities? sJovernment agencies? or private foundations) . . 

- Federal Government aslencies? (especially those in the Departments of Defense? Interior? 
Agriculture? Health? Education and Welfare?* and in the National Aeronautics and Space 
Administration) 

- Publishing proiSrams in colleises and universities ^ ^ . * , 

- Publishing houses? (especially publishers of: business and trade publications? professional 
Journals in en^ineeriniS medicine? physics? chemistry? and other sciences? or scientific and 
technical literature) 

- Hospitals ' " 

- Public relations firms ^ 

_ - Advertising aiSencies A . , . x x * ^ * w 1 

^ - Commercial firms that provide their clients with access to a computerized data base ) 
- - • - " ' Mi^.^ research laboratories r 



ER^C - Technical information centers run by maJor industrial firfcs^w 



- Private agencies and consulting firts 



^ ;399 TECHNIC^ANSf N.E.C. 

Workers in these Jobs perfor* various tasks that reouire special skills^^ and knoMledUe* For" 
exaiplef so»e identify fingerprints or decode secret Messa!tes* SoRie stuff and lount dead 
3rii»3ls or preserve hunan corpses* SoMe explore areas of land to^ find aineral deposits* SoMe 
help Plan cities* Many of these Jobs reouire specialized training in a particular field* 
Others nay be learned through on-the-Job training* ^.7. 

SAHPLE WORK ACTIVITIES 

- Preparef stuff > and mount the skins of birds or animals in a lifelike form 

- Test various types of food products 

- Test-fire small weapons and bonbs to evaluate their performance . ... 

- Specify the types of packing materials and handling procedures to be used in shippinai art 
objects V 

- Help people find information in a public library 

- Help school teachers by preparing lesson outl.ines and teachinsi aids 

- Study secret coding systems and decode messages for mijitaryr politicalf or law agencies 

- Give civil service Qualifying exams^ o 
Examine handwritten material to detect forgeries 

- Question people to see if they are telling l^he t^ruthf usind lie-detector eauipment 
Conduct' studies tq determine factors that influence traffic conditions 

- Exairiine Veinstones to see if. they are real 

- Use radiography eauipment to test metal materials for flaws or cracks _ 

- Compile information for maps and reports needed by an urban planner 
Collect plant specimens for scientists to study 

- Prepare daily TV schedules forlr^ewspaper^ and magazines 

- Prepare bodies for burials as an EKBALNER or APPRENTICE EHBALHER 

- Build and install eauipment used to produce special^ effects for TV or movie shows 

- Help desisin and build movie sets 

HOURS OF WORK/TRAVEL 

- These people work in a variety of industries and settinil$f Uork hours anOravel 
reouirements vary* Most TECHNICIANS keep regular office hours* Howeverf some trd^l and 
spend considerable tine away from home* 

SAMPLE PLACES OF UORK 



Schools and universities 
Radio and TV stations 
Movie studios 

Police departments and crime prevention laboratories 

Ammunition and firearms manufacturers. _ ^. ^ • , 

Nuclear j>ower facilities and other industires that use radioactive materials 
Oil comr^anies ' / 

Librar7.es 

Mortuaj^ies : 
City pisnners' offices ^ 
Federals Sister and Local stqv^rnments 
Museums 
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3999 HARKETIjNG AND SALES OCCUPATIONS 

These workers'' sell Soods and services to individuals and companies.^ They work in stores and 
offices or travel to neel clients in their .territory, Thea' help customers »ake selections! 
irrsnae credit and contract terns, accept paanent* and arrartSe ^Jeliver^i. TW may provide 
support services such as advertising, buildiriS maintenance, or deDi -collection. Thea niaa act 
35 aaents^ buains and "selliTia on a client's behalf and providing investment counseling, 



a 



40 SUPERVISORS » HARKETING AND SALES OCCUPATIONS 

These workers plan, supervise, .and control the business operations of marketinS and sales 
staff, Thea hire and train staff, establish work procedures, and set ^osls, Thea maa order 
stjDck cfr supplies and keep business records, Jhey^maa act on their own, on J-rje^owrjer s behalf, 
or in partnership, Thea »3a perform some or all of the duties of the staff they supervise, 



401 SUPERVISORS} SALES OCCUPATIONS* INSURANCE, REAL ESTATE, t BUSINESS SERVICES 

These workers manage businesses or off ices involved in the sale of insurance, real estate, or . 
business services, * They plan, organize, .and control business operations through staff, mea 
establilh work procedures, assign duties to staff, and coordinate staff activities, Thea 
interpret and enforce compana policies, prepare business reports, and help staff solve 
difficult problems. Thea direct the hiring, training, and evaluation of staff. Thea also 
apJIjve purchase ?l«uest5f resolve cultomer and staff complaints, and maa direct sales 
campaigns! > - , ^ * 



SAMPLE WORK ACTIVITIES 



Manage a bu^ness that rents or leases niachineryy toolsf and eouipihent 



Talk with customers to deterwine the 
articles reouired and the time they 
will be needed . , i_ 

Detenifie leasing on rental charges? 
based on the type of articles and the 
tiie ttiey will be needed 
prepare rental or lease agreements 
Direct workers #ht5-fto^ookkeepiri|f 
take inventories? afid^ndle rental 
eauipiient 



Manage a branch or district office 

of art insurance coiripany 

Hire and train workers who sell , 

insurance and process,' insurance claims 

Review activity reports to niake sure 

that sales Quotas are wet and that . 

claims are processed promptlv< 

Talk with company officials to plan 

ways to increase sales and lower costs 

Prepare activity reports 



- Hanaae the business operations of a r=:rivate eniPloy»ierit agency 



Direct the hirirc^? training? and 
evaluation of workers 
Study placement reports to see how 
effective e^ploynerit interviewers have 

been . i_ . ^ 

Develop ways to promote business for 



the company 

Approye reauests for the purchase of 
eauipient and supplies 
Prepare budget teouests 
Investigate and resolve customer 
complaints 



- Manage the sales activities of a drycleanin^ fir» 



Coordinate the activities of service 
attendents and sales route drivers 
Visit custoniers to make estimates on 
proposed workf such as cleaning 



draperies and ru^s 

Direct advertising and sales 

campaigns 



HOURS UORK/TRAVEL 

- Generally! these \sUPERVISORS keep regular office hours* Howeveff they may sometimes work 
i-rnr^ Ions hours » 



Softe of these Jobs tsa involve occasional travel to attend sales aieetini^s "^r Reet with 
custoftersr« .-^ . ■ \ 

■ , \ ■ : 

SADPU PLACES OF WRIt ■ 

Insurance cotpanies ) 
E»ploa«ent ai^encies 

Businesses that provide custoRef servicesv such as dracleanin^ and^eouiptent rental 



402 supervisors; sales occupations (COHHODITIES except RETAIL) 

d'hese people Ranade wholesale businesses* Thea supervise workers who receive? store? and sell 
wholesale products « Thea estimate consumer detands and detertine the t^^es and atounts of 
doods or services to be sold« Thea determine prices? credit policies? and work procedures* 

• Thea Plan budslets and atransie for stock to be bought for resale* Thea hire? -train? and fire 
staff* Thea couatL s^d deposit nonea received? checfk inventories? and keep business records* 
Thea enforce safeta?^ealth» and securita rules and resolve customer and staff co»Plaints* 



SAHPLE UORK ACTIVITIES 



M^nade 3 wholesale fir» that buas? sells? l&nd distributes doods? such as furniture? 
Groceries? cont ruction materials? or other products 

* Estimate stock reciui regents based on 
sales orders? inventora? projected 
sales? and market conditions 

* Authorize the purchase of doods . 



- ..Hanade a tobacco warehouse 

* Oversee the auction sale of tobacco'D 
to wholesale buaers and paa Growers 
for tobacco sold 

* Di.rect advertising activities 

* Review bills for incdtiind ^oods and 

- Hanade a teat sales and storage businests 

- Hanade an iiport-export business 



customers' orders . ' 

Assign workers to check and store 
doods and prepare orders for delivera 
Set procedures for handling and 
disposing of merchandise 



United States 

Arrsn^e for doods t^ be bought and 
pipped 



* Export doods to^foreidn merchants 
and consumers/ 

* Import foreign doods for sale in the 

Hana^e a commis^ra-^store t^ sell to foo^ and other products to workers 

* Determine the amount of foodstuffs ' 
or other dodds needed' to stock the 



commisa>a 

* Studa inv^entora records and prepare 
Hana^e a wholesale distribution warehouse 

* Direct workers who bua? process? and 
sell medts . 

*^ Prepare daila work schedules 

* Examine products bousiht for resale 



ordersi^for ^oods 

Keep records of purchases? sales t > 
and orders placed for ^oods 



or received for storage ^ 
Advise customers on the Qualita of 
food and metho.ds of preparing and 
storage food 



HOURS OF UORK/TRAUEL 
* These JobsL maa reauire some eyenind? weekend? and overtime work* 
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SAHPLE PLACES OF WORK 

- Wholesale businesses t including; 

♦ Iiiport and export businesses 

♦ Meat storage businesses 

♦ Tobacco warehouses 

♦ Wholesale distributors 

- Military stores (comiiisaries) ^ .... . * 

- Company stores (such as those run by lo^dm^ and ifcinind co»panies) 



403 SUPERVISORS? SALES OCCUPATIONS! RETAIL 



ERIC 



These people plan, organize, snd control the operations of a retail business or department. 

- * 

SAMPLE WORK ACTIVITIES 

- Manage an automobile service station 

, Set policies ror the station, such PUiftPina ^sf, and "^shin^windshields 

as hours of operation, wqrkers • Infor* customers when JJeir tires 
reouired and their duties, and prices are worn or their oil is low to 

fori?odu?ts and services ^roHipte the sale of Products and 

• ""IM Icheduf^s . Coipa^rcash on hand with^.as puj.p 

. As^Ln'SoJkerf to specific duties, readings, sales sUps, and credit card 

such as customer service or repair ^ §?^eTlnd keeP inventories of oil, 

. h2ip in Perforfliina services, such as das, car assessories, and Psr.ts 

- Manage a refreshment stand at public gatherings, sPorts events, or an amuseaent park 

. Buy refreshments that people will • Assi'Sn venders to locations 

enJoy • Take inventory of supplies on hand 

. Direct workers who store, prepare, at the end of each day 

and serve refreshments- 

- Manage a retail store that sells a specific line of merchandise, such as groceries, meat, 
liauor, clothing. Jewelry, or furniture 

riPtPPiiine pricing policies • Keep business records 

• : Street workers who prepare Product . Enfopce security, sales, and redord 

displays and ads \ keeping policies 

- Supervise workers who operate the vending machines of a State program for the blind 

- Supervise workers who sell magazines door-to-door 

' - Supervise workers who store, deliver, and sell ice 

- Supervise sales and service activities at a marina 

HOURS UF WORK/TRAVEL - • 1 

- Thise Jobs may sometimes reauire evening and weekend work and long working days. 

/ 
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SAHPLE PLACES OF UORK 



- Retail businesses! including (for ex3»ple)! 

♦ Advertising agencies 

♦ Auto parts stores 

if AutOAobile service stations 

• Clothing stores 

» Food concessions 

• Furniture stores 

- 6overn»ent services 

- Business services 



Grocery stores 
Hardware stores 
Jewelry stores 
LiQuor stores 
Hadazine companies 



41 INSURANCE? SECURITIESf REAL ESTATE^ AND BUSINESS SERVICE SALES OCCUPATIONS ^ 

These workers sell insurance^ stocks and bonds? real estate? and business services^ to 
individuals and/or businesses. They may act as adents? settling claims? buyinsi stocks and 
bonds? or arrandirt^ for the sale of property. They »ay advise clients on the amount of 
insur-^nce they need or inform them of favorable investment opportunities. They may provide 
businesses with maintenance or security services or sell advertising time or space? for 
example. 



412 INSURANCE! REAL ESTATEf AND SECURITIES SALES OCCUPATIONS 

These {workers sell insurance? stocks and bonds? or real estate. They may advise clients on the 
type and amount of insurance they need and help them settle claims. Others inform clients of 
stock market conditions and buy and sell security interests. for them. Some show properties 
which they sell or manage. They arrange financing and insure that all leslal matters are m 
order when selling property. These workers may provide financial counseling or other services. 



4122 INSURANCE SALES OCCUPATIONS 

' \ - ' ' 

People in' these Jos sell life? fire? accident? and other types of in^uranc. They sell 
policies that protect individuals and businesses against losses or damages. Th. ^ may.heXp plan 
financial Protection for families. They may advise clients on ways to prr t their c3rs? 
homes? businesses? or other property. So'^e help clients Set settlements for ir jrance claims. 
These workers spend much of their time discussini^ insurance need^^with clienvs. The9 prepare 
reports? keep records? and Plan insurance programs for clients. 

j ' 

SAHPLE WORK ACTIVITIES 

- Contact People ba phone or in person to encourage the* to bua insurance 

- Discuss the aood and bad points of different types of insurance policies with clients^^o help 

then nake a choice . x * ^ ^i. i • ^ \.L»,^ 

- Select an insurance co»pana for a client » based on the tape of coverage the client Wdnts 

- Use an adding machine to conpute the a»ognt of paanents reouired ba different tapes of 
policies, . 

- Subnit f(Dr»s to an insurance co»pana_for review . ... 

- Contact insurance co»panies to see if policies were issued or rejected / 

- Call on blients to deliver and explain their policies / \ 

- Collect ueeklu or monthly paaaents from policaholders 
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HOURS OF WORK/TRAVEL 



INSURANCE AGENTS and BROKERS often must travel to ^neet with clientsi - ^ ^ , ^ 

Hany INSURANCE AGENTS arrange their own hours of work, and often schedule evening and weekend 
SppointSents clients. Sone AGENTS work more than 40 hours a week* Others work part 



3PP0 
tine* 

r 



SAMPLE PLACES OF WORK 



Insurance brokerage companies 
Insurance conipanies 

For yourself » as an independent AGENT serving several insurance companies 



4123 REAL ESTATE SALES OCCUPATIONS 

REAL ESTATE AGENTS and BROKERS assist clients in the buaina or selling of a hone or property. 
BROKERS not only sell real estate* but also rent and nana^e Properties, make appraisals* and 
develop neu building Projects. They often arrange for loans and title. searches for buyers and 
sit UP fteetiSis between buyers and sellers. REAL ESTATE AGENTS sre independent sales workers 
who Ho^k for a broker. They helP buyers find hones or Property and provide many of the 
services offered by the brokerage fir*. . 

SAMPLE WORK ACTIVITIES 

- Rent.» buy» and sell property for clients on a coiii»ission basis 

- Show apartments, homes, or mobile home lots . _ x ♦ . 

- Use brochures and drawings to show features of new home designs to customers 

- Plan and promote the sale of new and custom-built homes j„e4dr 

- Inspect houses and other real Property for construction, condition, and design 

- Eltiilate'^thrvalue of property for purchase, sale, replacement, investment, mortaa^e, or loan 
purposes . \ 

- Arrange building loans with a mortSa^e company ^ . ^„x;„^^ 4nfnrit,atinr. ahmit 

- Search public records of sales, leases, and other transactions to iei information aDout 

property \ x 

- Draw UP real estate contracts? such as de^s> leases^. and Rort^a^es 

- Look for undeveloped areas that flight take \ood building sites 

\^ 

HOURS OF WORK/TRAVEL 

- REAL ESTATE SALES WORKERS often work more than 40 houi^s a week. They often must work 
evenings and weekends to suit the convenience of their clients. 

- Many workers in these Jobs sell resl estate on a part-time tjasis. ,. . . • x 

- These Jobs often reauire a dreat deal of local travel to fteet with clients and inspect and 
show property. 

SAMPLE PLACES OF WORK 

- Real estate firms and brokerages 

- Sp3riies^th3t°5e!ror rent -mobile homes, home sites, and other real property 
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4124 SECURITIES AND FINANCIAL SERVICE SALES OCCUPATIONS 



These workers buy and sell securities (slocks and bonds) for custoners* They ^ive clients 
advice and information on the stock market and on businesses in which they mi^ht want to 
invest* Some provide loans? tax counseling? and accounting or auditing services to clients. 
Some sell travelers' checks? credit reports? or other services to businesses or banks* Some 
encourage people to open accounts with financial firm* Many of these workers attend sales and 
trade meetings and meet with community Groups to find new clients and to stay informed of 
economic trends* 



SAMPLE UORK ACTIVITIES 



Buy and sell securities for clients on the floor of a stock exchange 



Study market conditions for clients 
and trends to determine the 
buy-and-sell price of stocks 
Give clients information and advise 
on stocks? bonds? and market conditons 
Record buy or sell orders and send 
them to the trading division 



Calculate record the cost of 
transactions for billing purposes 
Develop lists of selected 
investments for customers 
Compile lists of possible custoBiBrs 
to be contacted 



- Call on businesses and individuals to ^et them to open accounts with a bank or savings and 
loan company 

♦ Explain a bank's services to 
possible customers 

♦ Develop financial plans for 
customers 

- Attend sales and trade meetings to develop new business and ^ain information 

- Visit banks and travel agencies to service accounts and find new outlets for bank travelers 
checks 

p Urite daily reports of business 
activities 

♦ Meet with community Groups to 
promote travel and the use of 
travelers' checks 

- Sell services such as credit reports and credit-ratine books to businesses 

♦ Call on banks and other businesses 
to explain services offered by the 
agency 



HOURS OF WORK/TRAVEL 

These workers Generally keep regular office hours* However they may sorrietiraes work during 
evenings* 

These jobs may involve local travel to call on clients and attend community meetings and 
events* 

SAMPLE PLACES OF UORK 

* ** 

Securities and investment companies 
Banks and other financial institutions 
Mutual fund companies 

For yourself? as an independent investment counselor or stock broker 
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415 BUSINESS SERVICE SALES OCCUPATIONS 



These workers sell services to businesses, These may include building ntsintensncei credit 
reporting! pest control i security! or telephone answering services. They nay slso sell 
advertisinsif including art worki TV and radio tisiei billboard space; or classified ads, They 
Stact businesses by telephone or in Person to tell of available services. They handle 
5?hedSlin§f billini, custoner coi?.Pl3ints, and advise customers on how service can meet their 



needs. 



4152 BUSINESS SERVICE SALES OCCUPATIONS (EXCEPT ADVERTISING) 

These people sell services such as building maintenance! pest controli travel aidi credit 
reporting! security! printin^i and telephone answering. They sell services for a ponjffriy 
Phonina or calling on people to inform them of services available. They.m^y find new customers 
by studyin" directories or company records. They take orders for serviced, compute the cost, 
and schedule the services to be delivered. They also advise customers 1 on ways to solve 
problems! handle customer complaintst and write reports. 

SAMPLE WORK ACTIVITIES 

• . \ 

- Visit companies to show employees how to use a company's telephone eauipmeiHt 

- Sell warehouse space and services to manufacturers and Jobbers j u l 

- Sell public relations! counseling! and testing programs to schools and businesses 

- Sell seriices! such as food vending! trading stamps! telephone! or cleanmS services to 

- Sefrpest^control or weed-killing services to home and business owners 

- Arrange hotel rooms and travel tickets for customers of. a travel agency 

- Book customers on airlines! trains! ships or other carriers 

- Call on firms to sell freight services . . ^ x ■ * i 

- £?hnu travpl movies to People to stimulate their interest m travel . . ^ i j 

- Visit «lnlL?rifneS businlsses to try to ^et theni to use the services of 3 Parcel-delivery 

- Contact people in Government f business^ and social Groups to Promote business for a hoteli 

- Contact^hoieowne^ to sell TM and cable services 

HOURS OF WORK/TRAVEL 

- Many of these Jobs reHuire travel to call on potential cust^ers* 

- In some Jobs? evening and weekend work ffiay be reouired at times* 

SAMPLE PLACES OF WORK 

- Cleaning and Janitorial companies 

" Coiipanies that provide testinGf counselinGr traininGf and other services 

- Companies that provide weed-killinG services 

- Food service companies 

- Freight and storage companies 

- Pest control companies 

- Printing coBipanies 

~ Public relations firms 

- Security and detective agencies 

- Shipping and delivery companies 

- Telephone answering services 

- Telephone and telegraph companies 

- Trading stamp companies 

- Travel agencies 

1 55' 
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4153 ADVERTISING AND RELATED SALES OCCUPATIONS 



People in these Jobs call on businesses to sell advertising materials and' services. For 
exaiPlet - so«e sell art work for use in conposinS ads. Some sell advertising time on radio and 
TV proarans. Sone sell classified ad space in newspapers or magazines. Soye .^rranSe leases 
for outdoor advertising, Sone prowte the display of a co»pany's .products in> local stores. 
These workers figure the costs of providing products and services? advise clients on 
advertising matters and draw up sales or service contracts. 

SAMPLE UORK ACTIVITIES 

- Sell illustrations and photography to advertising agencies and industrial fins 

. Plan and sketch layouts to neet . Compute the cost of providing 

customer needs products and services to custoiners 

Advise customers in methods of . Deliver proofs of ads to customers 

composing layouts for ads for approval 

- Call 'on advertising and sales promotion people to sell them si^ns and displays 

f Su^^est ideas for si^ns and displays 
t Draw UP contracts for the sale of 
displays and services 

- Obtain leases to sites for outdoor advertising 

t Persuade property owners to lease 

sites where billboards can bee put up 
. Draw UP leases for ad sites 

- Sell classified ad space for publications 

• Prepare a list of possible customers . Visit advertisers to point out the ; 
from leads in other papers and old advantages of running ads in a certain 
accounts publication 

- Contact businesses to sell radio and TV time on a broadcasting station or network 

f Call on prospects and show them 
outlines of various programs or 
commercials 

• Arrange for prospects to see 
auditions 

Persuade customers to use the sales promotion display items of a wholesale distributor 

. Visit department stores? taverns* samples? or other promotion items to 

and supermarkets to persuade them to stores ' ^ ^ ^. , . 

use the company's display items . Arrange product displays m stores 

t Deliver posters^ classes? napkins? 



HOURS OF UORK/TRAVEL 

Some of these Jobs reauire travel to call on industrial or commercial accounts. 
Some of these Jobs may reauire occasional evening? weekend? and/or overtime work. 



SAMPLE PLACES OF WORK 

- Advertising agencies 

- Companies that make and sell custom-made si^ns and billboards 

- Firms that provide business services 

- Printing and publishing companies 

- Radio and TV broadcasting companies 

- Wholesale distributors 
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42 SALES OCCUPATIONS, COMMODITIES EXCEPT RETAIL 



Th6se workers sell products and services to businesses and industries. Thea msa travel 
throughout an assigned territora as representatives of msnufscturers or distribut9rs. They 
show how their products will fteet the client's retailing or production needsi pr^oviding samples 
and catalogs. They advise customers on, purchases? fluote pricesi fill out contracts* and 
arrange credit terms and delivery. Some work in showrooms or take phone orders, 



421 SALES ENGINEERS 

4 

K 

These workers are engineers who specialize in the sale of technical products and services. 
They maa sell either mechanical* electrical* electronici chemical* or related products. They 
call on engineers* architects* or other professionals to explain and^ describe, products an-l 
services. They review blueprints* plans* and other customer documents and estimate the costs 
of providing products or services. They advise clients on the use* operation* and upkeep .of 
eauipment. The-a also draw up sales contracts and may provide technical training to clients. 

SAMPLE WORK ACTIVITIES 

- Sell one or more of the following to business or industrial accounts: 

, Aeronautical products and services services ■ x j 

, Electrical products and systems . Farm machinery* eauipment* and 

Ceramic products services 

Mechanical eauipment . Marine machinery and eauipment 

*, Chemical processing eauipment and . Nuclear machinery* eauipment* and 

services , services 
, Mining and oilwell eauipment and 

- Call on firms to convince their technical managers to buy eauipment* supplies* or services 

- Review customers' blueprints* plans* and other technical documents and service needs 

- Prooaro rndtd estimates for products and services 

- ProPosI chan^^^^^^ Processes, or use of materials that ^J^^^l^^l^^^^ 

- Provide services to clientsi such as help in the layout and upkeep of equipment 

HOURS OF HORK/TRAVEL 

- These Jobs reouire travel to call on and provide services to customers* SALES ENGINEERS 
often spend a ^ood deal of their tirse providing technical assistance to clients. They may 
spend days or even weeks at a particular site* 

- These Jobs «ay softetimes reouire evening or weekend work, 

I 

SAMPLE PLACES, OF WORK 

- Firms that manufacture or distribute? 

, Aeronautical products . Farm machinery 

. Ceramic products • Marine machinery : 

. Chemical eauipment . Mechanical eauipment 

, Electrical and electronic eauipment 
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423 TECHNICAL SALES UORKERS AND SERVICE ADVISORS 



These workers sell J*roducts that reauire a technical knowledge of the product and its use» 

They mB^ sell far* e«uiPMnt» industrial nachinery* or chemicals and dru^SF for exa»plet They 

ftust be able to understand client needs and show how. their product will meet those needs* They 

•ay travel throughout an assigned - territory^ showing, samples and catalogs* filling out 
contracts for orders* and arran^in^ credit terns and delivery* 



4232 TECHNICAL SALES WORKERS* AIRCRAFT 



People in these Jobs sell aircraft* aircraft eauipinent* and part^ to private custodiers and to 
" business and industrial fir»s» Soie travel to call on customers in an assigned area* Others 
talk with customers on a sales floor or by Phone* They help customers choose aircraft 
eouipment* They «uote prices and credit terms* and prepare sales contracts fof. of^^f^ 
obtained* They also keep business and expense records* Some may take customers on flights to 
point out safety and other features of aircraft* 



SAHPLE UORK ACTIVITIES 

- Talk with customers and point out features of different types of aircraft 

- Take customers on flights to show them how well the plane handles 

- Check customers' credit ratings . . 

- Prepare contracts for plane storage and servicing 

- Rent aircraft to customers 

- Sell aircraft engines* fuel tanks* and tires . 

- Make up a list of people or businesses that misht want to buy aircraft parts 

- Show customers Pictures of aircraft or aircraft Parts / ^ w i 

- Estimate the delivery date for aircraft eauipment* based on a firm's delivery schedule 

\ 

HOURS OF WORK/TRAVEL 

- Some of these workers travel an assigned territory to call on business and industrial 
customers* ^ , . 

- Generally* these workers have a standard 35-40 hour workweek* 

SAHPLE PLACES OF WORK 

- Wholesale and retail companies that sell or distribute aircraft or aircraft eouipnent and 
parts ' 



4233 TECHNICAL SALES WORKERS* AGRICULTURAL EQUlPHENT AND SUPPLIES 

'I 

These workers sell farm eauipment* and supplies such as tractors^* combines* milking machines* 
tools* and fertilizer. They also advise farmers on crop\ raisin^* animal care* disease 
prevention* and similar problems. They call on farmers and stor^ owners to show them samples 
and catalogs* explain new products* spd take orders* They Quote prices and credit terms and 
fill out sales contracts* They may. install and serv^ice eauipment* show customers how to use 
eauipment and Sive advice on the proper use and care for material^ and eauipment* - They prepare 
sales reports and keep daily expense records* 



SAHPLE UORK ACTIVITIES 

Sell animal feed products to farmers and retail stores 
- SuS^est feed changes to improve the breeding of fowl and stock \ ^ 
O Sell farm and atfrden machinery and supplies* such as tractors* feed* and fertilizer 

^ ■ ■ "° 158 \ 



Sell spare parts and service contracts for machinery ^ .J 

Sell poultry eauipient and supplies^ such as broodersi coolers^ feedersi and washers 
Advise customers on the care and feeding of poultry. 

Tell customers how to set up poultry eouipment r^ninn^n^ 
Sell dairy supplies^ such as cheese wrappings? filters^ and cheese colorins 
Sell* inst3llr and repair milking eouipment . s 

Call on farmers to sell repair services and new milKin^ eauipiiient 
Show customers how to operate milking machines , - 



HOURS OF MORK/TRAVEL 

- These workers travel to call on farmers and retail stores in an assigned territory. Those 
' with lar^e territories may sometimes spend several days a w^ek away f^om' home. 

- Some jobs may reauire lon^ working day^ and* irregular hours. 



SAMPLE PLACES OF WORK 

- Manufacturers and distributors of products such as* 

• Animal feeds 
. Dairy supplies 
. Farm and harden eouipment and 
supplies 



. Farm SQuipment dealerships 
. Milking machines 
.X Poultry eouipment and supplies 



4234 TECHNICAL SALES UORKERSf ELECTRONIC EQUIPMENT 



These workers sell electronic eouipmi^nt. Some call on businesses to sell products such as 
communications? navigation? and production control devices. Others sell f^'^reos? radios? and 
siJilar products to customers in a stQ^re or show room. They show ^^0*^^^^;^ J^f ThS iuJ 
information? Quote prices and credit terms? and prepare sales slips or contracts. They also 
may take payments? arrange for deliveries? write sales reports? and keep expense records. 



SAMPLE WORK ACTIVITIES 



- Sell telephone? telegraphic? radio? and other communications eauipment to businesses 



Travel an assigned territory to call 
on industrial and commercial accounts 
Make lists of possible new customers 
and contact people on the list to tell 
them about, products available 
Study businesses' communication 
needs and recommend eauipment that - 
will serve their needs 
Sell devices that clean? test? or 
process materials usin^ hi^h freouency 
sound waves 



Show samples or product catalogs to 
buyers and point out the various 
features of products 
Quote prices fend credit terms to 
customers ^ ^ . 

Estimate the date products will be 
delivered? based on the firms delivery 
schedules 

Prepare sales reports and expense 
account records 



- Sell stereo? recording? radio? and other electronic sound eauipment to customers in a store 



Show merchandise to customers and 
point out their selling points 
Take payments or obtain credit 
approvals for sales 



Tell customers how to install sound 
eauipment 

Place new merchandise on display 
Take inventories of stock on hand 




HOURS OF WORK/TRAVEL 

Some of these Jobs reauire travel over an assigned territory to call on and sell products to 
firms. Overniiaht trips *3y be reauiredt Also? these jobs often involvp irregular working 
hours and some evening and overtime work. 1 K ^ 
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Some of these Jobs involve selling electronic eouipnent at a store or sales office* Weekend 
and/or evening work lay be reouired/ 



SANPLE PLACES OF WORK 

- Retail stores that sell electronic sound eouipBient 

- Wholesale trade firis that sell electronic eQuipment to industrial f conniercialT and 
accounts 



4235 TECHNICAL SALES WORKERS? INDUSTRIAL MACHINERY f EQUIPHENTf AND SUPPLIES 3 

These workers sell industrial nachineryy eouipiienty and supplies to industrial and coinnercial 
fins* Their Jobs reouire technical knowledge of the products and services sold* They travel 
throughout an assigned territoryr sell products and services^ advise customers in the 
selection, installation, and naintenance of products* They «uote prices and "f^^^'^i^ifLfSj 
fill out sales contracts* They nay read blueprints and^ other documents to ^et .ipT'oriiiation 
needed to prepare bids for contract work* They also prepare sales reports and keep daily 
expense records* 



SAHPLE WORK ACTIVITIES 



Read blueprints to determine the naterials and supplies needed by custoners 

Prepare price lists and bids based on knowledge of naterial and labor costs 

Advise endineerindf Production, and purchasing staffs on industrial processes and methods 

Reco»»end specific machines that are best suited for custo»ers 

Coipute the cost of installing lachinery 

Arrange for eauipuent to be installed 

Reconnend the placement of eGuipnent 

Show customers how to operate installed eouipment 

Interpret Graphs and survey information for customers 

Call on business and industrial firms to sell items such as* 



Textile machinery 

Radiographic eouipmentf supplies and 
services 

Railroad eouipment and supplies 

Foundry or machine shop products. 

such as 

machine parts 

Abrasive materials 

Building materials? eouipment. and 

supplies 



Construction machinery 
Metalworkin^f woodworking? and food 
processing 
oiachines 

Lubricating eouipment and supplies 
Conveyor systems? chain hoists? and 
other » 
material-handling eouipment 
Copper? iron? steel and other metals 
Oilfield supplies and machinery 



HOURS OF WORK/TRAVEL 

These workers travel throughout an assigned territory to call on business and industrial 
accounts* Those who have lar^e territories may sometimes spend several days a week away from 

These Jobs may involve irregular hours and lon^ working days* 



SAHPLE PLACES OF WORK 

Manufacturers and distributors of products such as? 



ERIC 



ISO 

142 



Abrasives 

Buildinsi eouipiient and supplies 

Construction lachinery 

Foundry and machine shop products 

Lubricating eouipient 

Material-handlind eouipment 

Ketals 



Oilfield supplies and eouipnent 
Radiograph-inspection eouipirierit 
Railroad eauipinent and supplies 
Textile narhincrv* 
Ueldini^ eduipnent 
Wire rope 



4236 TECHNICAL SALES WORKERS; MEDICAL AND DENTAL EQUIPMENT AND SUPPLIES 



These workers sell medical eauipinent and supplies to doctors? dentists? veterinarians? and 
representatives of hospitals and other nedical centers* They travel aii^ssidned area to call 
on customers and advise' the* of new medical products* They describe or show products to 
customers and write orders for products reouested* They also advise customers on eauipaent 
purchases and discuss the dosade? use? and effects of new druds and itiedicines* They Keep 
expense and sales records and write sales reports* 



SAMPLE WORK ACTIVITIES 

-Call oh doctors and dentists to inform them of new drud products 

- Explain clinical studies conducted with druds 

- Discuss tHe dosade? use? and effect of new druds and medicines 

- Give samples of new druds to doctors , u * 1 

- Compile information about eauipment and supplies preferred by custotf^ers 

- Advise customers on eouipment purchases 

- Sell surgical appliances? such as supports? braces? and artificial iimos 

- Measure customers to determine the type and size of surdicsl appliance reauired 

- Order custom-made appliances for customers i ^ ^ ^ ^\ . I ^ :>rA 

- Sell medical instruments? druds? eouipmenty supplies? and packaged food to veterinarians and 

animal hospitals 

- Sell drusi products to wholesale and retail drud firms 

HOURS OF WORK/TRAVEL 

- Many of these Jobs reauire travel over an assigned territory to call on medical 
professionals? drud companies? and/or medical institutions^ 

SAMPLE PLACES OF WORK 

- Distributors of medical eouipment and supplies 

- Drud companies ^ \ 

- Medical eouipment manufacturers 

- Pharmaceuticals manufacturers \ 



4237 TECHNICAL SALES WORKERS} CHEMICALS I CHEMICAL PRODUCTS \^ 

\, 

People in these Jobs sell chemicals and chemical products such ar explosives? acids? medicines? 
druds? and compounds used in industry and farininf* Some sell these products by calling on 
business or industrial customers in an assigned territory* Others deal directly with customers 
at a sales office or store* They show customers samples or descriptions of products and take 
orders for products* They Quote prices and credit terms and prepare sales contracts* T^iey 
also prepare business and expense reports* 
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SAHPLE HORK ACTiyUIERS , 

- Call on Plant PURCHASING AGENTS' to sell industrial chemicals \ 

- Phone customers to l see if thea want to order more chemical products 

- Show customers pictures and descriptions of medicines and drysis in catalogs 

- Inform customers or the deli vera dates of products 

- Keep detailed records of business expenses , , ^ . l. • , j * 

- Look in business directories to find new leads on possible customers for chemical products 

i ■ % . 
HOURS OF UORK/TRAVEL 

- Some of these workers travel an assislned territory to call on business and industrial 

custo»ers» ^ , « - i x- i 

- General ly» these workers have a standard 35-40 hour work week. Occasional overtime work may 
be reouired in so«e Jobs* 

SAMPLE PLACES OF WORK 

- Wholesale and retail companies that manufacture or distribute chemicals and chemical products 



4239 TECHNICAL SALES WORKERS? N.^»€ 



( 

These workers specialize in p«omotiri3 the use of products or servdcest such as Power» heatinSf 
-and li^htin^ and electroplating services* Their Jobs >mur^^echnic3l knowledge of the 
products and services offered* They travel throuslhoi^ran assigned territory to call on 
customers. For examples some call on homeowners and busiMsses to promote the increased or 
economical use of a public utility* Others call on industrial firms to advise on and promote 
the use of a particular industrial process or product* These workers^ive technical advice to 
customers! Quote ratesr installation charSesr and operating costs f .and fill out sales contracts 
or service orders. They may inspect a customer's eouipment;or operations and advise 6n the use 
,of products or services* They also may prepare business reports and keep^ daily expense 
records. / 

SAMPLE WORK ACTIVITIES / ' . 

- Call on businesses and homeowners to promote the increased or economical use of publip 
utilities^ such as £ias» electric Power» or telephone service a 

- Inspect installed eouipment or review plans for new eouipment to determine the need for. 

additionail utility services _ r-.-. , . ^ i- j ^ 

- Advise customers on the best use of a utility to promote enersly conservation and reduce cojj^ 
Quote ratesf installation charslesf and operatinsi costs 

- Explain the company''^ services to customers \ 

. - Write service orders and applications ^ ^ ^ , \i , j i x • j x 

- Sell electroplatinsi services to companies tht produce formed metal and Plastic products 

- Visit industrial firms» such as those that make metal car parts or plastic radio and TV 
control panels ' . , ^ • i.- • 

- Evaluate the structure and properties of products to determine the f inishinsi processes 
reouiredf such as platinsi and colorinsi , x x^'xw x / a.. * 

- Talk with production staff to analyze special problems related to the customer s product 

HOURS OF WORK/TRAVEL 

- These workers travel to call on customers* In some Jobs? overnislht trips may sometimes be 
reouired. . * ' 
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SAMPLE PLACES OF WORK 



Lidhtf he^tf and power conpsnies 

Telephone cotpsnies • . x • i 

Manufacturers and distributors of electroplating materials 



7^' 



424 SALES REPRESENTATIVES 




producisi best' teet their nee^s. They Quote prices* fill out sales contracts! arrsnSe credit 
ternsf arid estimate delivery dates. They find new customers! write sales reportsi and keap 



recdrds. 



4242 SALES REPRESENTATIVES? COMMERCIAL AMD INDUSTRIAL EQUIPMENT AND SUPPLIES . . 

* • 

These people specialize in the sale of suBll machines* toolsi Precision instrusentsf parts* . 
furniture, and other ,e«uiP.ent and suPPli:es.___They^ sell these products to business^ 




fill out sales contracts for. orders obtained. They al%o »ay take orders by phone, 
prepare sales reports and keep daily records, onjheir business expenses. 

SAMPLE WORK ACTIVITIES. 

- Sell safety clothing and' eouipnenti such as ^o^^les» masks, shoes, belts, helnents* fireproof 

- f^i^=I^^S^t?!a^"p1;^t^°^'Sd^°^.as^P?o^ devices to prevent accidents 

- Sell new and used electric notors ' : ^ ^ *■ 

- Estiiate tfie costs of repairs to elect^.ic Biotars ^ . . . ^ 

- Use test eQuip«ent to deternine defects^ notors ^/oQ|ht in for repair 

- Estiiate^ repair costsf usiVid pricelist//M»^P3rts and labor 

: sin ;illlnLfBn6"f^^^^^^ and dumbwaiters to buildin. "owners an^l 

- Contact^property o'wners to obtain blueprints of proposed new construction 

- Talk with property owners to 'deternine the type of installation required 

- Insppcl buildings to see if reouested eQuipment can be instaued ...... ^ 

- Provide the anaineering department with blueprints and building specifications 

- Present bids to customers for installation work 

: Attend 'sller%d%?ade m'eelinit and read Journals to keeP informed of market conditions and 

business trends , . . . x • 

- Sell fiberboandi iietali plastici or wood containers 

- Sell printing supplies? such as inkf plates? rollers? and type x x-i ^ * 

- Sell textile-pattern ^esi^ns and eouipaent .used for printing .patterns Pn textU jroo^cts 

- Sell computers and electronic data-processind systems to business and industrial . firms 

- Study "Sstomer Ss and recSmmend computer systems that best njeet customer reouirements . 
' Sell church furniture and supplies? such aS.pewsi pulpitsf candlesf and prayer booKs 

- Measure church areas to be furnished , 

- Prepare drawings? estimatesi and bids x u • ^ f 

- Sell commercial furniturei eouipmentf and supplies to businesses 

- Sell cordaae and twinef* such as nyloni orloni and cottonr to businesses 

- Sell .hotel and restaurant e«uipment aridt.:auppliesf such as dishwashersf randesf dlasswarei and 

-Sell^office machinesf such as typewriters and adding machirfesi to businesses 

- Sell school eouipm^nt and supplies? such as blackboards! art suppliesf and school furniture 

- Sell florist suppliesi such as fake flowers? vases? ribbon? and wire 

- Sell <prin^ scales Used in weidhina and measuriniSI devices , ^ t 

S?ll ar^hitectSrll and engineering supplies, such as Protractors, slide rules, and T-sauares, 
rr»i/- to business and industrial firms , ' lot 
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- Sell precision inslruientsr such 3s Ubr navi^ationr and surveying instruients 
; HOURS OF ^iWRK/TRAVEL - 

^ - .... 

These workers travel throughout an assigned ^^ierritory- to call on regular and potential 
customers • Those who have lar^e territories may soietiies spend several days a week away 

T roft hoM^ ff "^^^ 

- Many of these Jobs »dy involve loniS and irreiSular workiniS hours* 



SAHPLE PLACES OF WORK 



- Manufacture!»s and distributor? of products such as! 



Safety apparel and eQuiPinent 
Cordage 

Electric motors 
Office machines , . . ^ , 
Elevators and related products 
Textile designs 

Church furniture and. religious 
School eauip»ent and supplies 



supplies 

Florist supplies 

Precision instruments 

Containers 

Printing. supplies 

Architectural and engineering 

supplies 

Hotel and restaurant eQuiPVient 



4243 SALES REPRESENTATIVES » GARMENT? AND, RELATED TEXTILE PRODUCTS 



These workers sell darientsr teKtilesr or triwin^ for apparel to stores and lanufacturers 
They nay sufflest ite»s of clothing* fabric? or trii to be sold by stores or used in wiakm^ 
darients. Representatives contact customers at their place of business or »eet thei in 
showroons or sales offices. They demonstrate products r Quote prices and credit terms f and 
arrange delivery of items. They prepare business reports and keep expense records. 



4244 SALES REPRESENTATIVES? MOTOR VEHICLES AND SUPPLIES 



These workers sell motor vehicles? parts? and accessories to dealers? Sfara^es? and other sal 
outlets* They also advise dealers on ways to i^romote sales. Jhey travel throughout 
assigned territory to call on accounts and take orders for vehicles , and Parts. They sr 



sales 

_ an 
show 

samples and/ catalogs to 'dealers andVoint our the features of various products; They Quote 
prices and credit terms? .prepare, sale contracts. They also prepare sales reports ^and Keep 
expense accounts. • . * 



SAMPLE HORK ACTIVITIES ^ ^ 

- Sell cars? motorcycles?? tractors? tr^jcks? or other vehicles to dealers 

- Sell batteries? tires? motors? Hools? lubricants? and other Parts and supplies to service 

- falk^with car deSlers and review. sales records to determine the number of vehicles to-order 

- Advise customers in methods of increasing their sales 

- CarrH sample products and catalogs to show customers ^ 

- Complete sales contracts and order forms 

- Keep daily records of business expenses 



HOURS OF UORK/TRAVEL 



- These workers travel to call on business accounts. Those 
O .sometimes have to spend several days a week away from home. 
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with lar^e territories may 
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- These Jobs nay involve irregular hours and lonS working daas. 



SAMPLE PLACES OF WORK 
Vehicle Banufacturers and distributors 

ManufactureiTS and distributors of auto parts and accessories 
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4245 SALES REPRESENTATIVES? PULP, PAPER, AND PAPER PRODUCTS 

People iff these Jobs sell paper and paper Products to business and industrial accounts as sales 
-agents for a nanufacturer or distributor. The products they sell include newsprint, wrapping 
paper, stationery, wallpaper, and paperboard containers. They may sell products at a sales 
office, by phone, or at custoners places of business. They look for new business ba cospilinS 
lists of potentiar customers from newspapers and directories. They show samples or catalogs to 
customers, point out features of product^, auote prices and.credit terms. Thea. also -prepare 
sales reports and expense accounts. 

SAHPLE WORK ACTIVITIES 

- Contact new businesses ba Phone to promote the sale of s compana's products ^ 

- Travel from business to business in an assigned area to take jjrders for paper products 

- Point out products in a catalog which customers maa wish to order 

- Fill out sales contracts that list products purchased and their prices „x..„„„,^ m^m,,^^^ 

- Estimate the delivera date for orders, based on knowledge of the manufacturer's delivera 

schedules , . . 

- Fill out arid submit monthla expense account forms 

HOURS OF yORK/TRAVEL 

- Many of these workers travel to call on businesses and industries in an assigned territory. 
Some maa spend several nights a week awaa from home. 

- These Jobs maa involve irregular and/or lonS working hours. 

SAHPLE PLACES OF WORK 

- Paper andVaper products manufacturers and distributors 



4246 SALES REPRESENTATIVES? FARM PRODUCTS AND LIVESTOCK 

These workers sell farm produce, livestock, and other farm prpd(jcts. Thea call on wholesale, 
retail, industrial, and other customers to take orders. They show and describe products to 
bSaers auoti Prices and credit terms, and arrange for products- to be delivered. Thea maa take 
bids for farm products and then sell the products to the highest bidder. Many work on a 
commission basis, Thea must know market conditions and be able to JudSe the value of farm 
products; 

SAHPLE WORK ACTIVITIES 
- Sell livestock at stockaards for owners 
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• /Appraise and sort livestock on the 
basis of weiihtf sexf a^e> and 
appearance ^ . ^ 

♦ Contact purchasing agents and inforni 



then of livestock they can buy 
Show livestock to buyers and take 
bids for their purchase 



Sell cdttlef horsesf ho^Sf and other livestock to packing houses or farmers on a cowission 
basis 



f ReView market information and 
inspect livestock to determine their 
value ^ . 

• Inform buyers of the care and 



breeding of livestock 
♦ Attend livestock meetings to keep 
informed of livestock trends and 
developments 



- Sell bulk shipments of farm produce to wholesalers or oth^r buyers 



• Deduct expenses and commission from 
payment received for the sale of 
produce snd ^ive the balance to the 
shipper 

• Call on restaurants to sell produce 



HOURS OF WORK/TRAVEL 



SALES REPRESENTATIVES often have lon^f irregular work hours* Although they call on customers 
durina business hoursf they may travel at ni^ht or bn weekends to ffieet their schedules* They 
also may spend evenings writing reports and orders* 



SAMPLE PLACES WORK 



lalf 



Lar^e farms that employ kales workers to market their ^oods 
Sales agencies that specialize in farm produce 
For yourself* as an indei^endent sales a^ent / 



42^9 SALES REPRESENTATIVES f N*E*C* 

These people sell one or mor^. lines of ^oods to -business and industrial concerns as a sales 
Sent fCr a manu^^^ distributor* The items they n.ay sell ran^e from franchise 

bulinesses to malazinerto martuf ac^ products* They n.ay sell products, at a sales officei 
call on companilrti^^^^^^ and/or take orders for Products by phone* They look for new 

business by com^^^ lists \of possible customers for newspapers and direct9ries* Jhey show 
sampllrpr catalogs to customer^, point out features of articlesf Quotp prices and credit 
leVmsf and prepare sales conUacts*. They prepare sales reports and exp^-ise accounts, and may 
arrange for products to be delivered* ' ' " 



SAMPLE UORK ACTIVITIES 



Sell one Or more of the following items to business and industrial accounts** 



Beer and malt liouors 
Tobacco .products 

Canvas ^oods ^ 
Coal> coke> wood or other fuels \ 
Petroleum products 
Bottles and bottling eouipment 
Rubber; baskets and washers 



Funeral eauipment and supplies 
Shoe leather and shoe repairing 
supplies 

Hobby and craft materials 
Souvenirsf toysf and trinkets 
Ballpoint pens 

Boxes and shipping containers 
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\ HOURS OF WORK/TRAVEL 



SALES REPRESENTATIVES often travel to call on customers in an assigned area* 
lar^e territories ma^ soaetifces spend several nights a week away from home. 
These Jobs »ay involve irregular working hours and lon^ working hours* 



Those with 



SAMPLE PLACES OF WORK 



- Wholesale lanuf acturers and distributors of any eauiPiiientJ 



Hobby and craft ^oods 
Leather ^odds 
Mortician supplies 
Novelties 

Petroleu* products ' 
Plastic products 
Bottle eQuiPAent 
Canvas products 

Record conpsnies 
Franchised business operations 
Magazine and book companies 
Newspaper conpanies 



Food products 
Fuels 

Tobacco products 
Rubber ^oods 
Shoe leather 

Vending and coin machines 
Writing and marking pens 



43 SALES OCCUPATIONS^ RETAIL 



These workers are concerned with selling ^oods in small Quantities directly to consumers. They 
may demonstrate or explain items. They may arrange contracts? credit terms? or delivery. 
Others provide support services for retail sales. They may appraise items for sale or 
insurance? comparison shop? collect debts? or work as auctioneers. Some work as cashiers? 
street vendors? or sell door-to-door. 



434-5 SALES OCCUPATIONS? CONNODITIES 

These workers sell new or used products in retail stores? outlets? and showrooms. They may 
sell vehicles? boats? ' cosmetics? musical instruments? Jewelry? clothes? ^ift items? sporting 
^oods? shoes? or furniture? for example. They may meet customers? demonstrate or explain 
products? and arrange for sale. They fill out contracts or arrange credit terms. They may 
accept payment and arrange delivery. They may display items? take inventory? and order new 
stock. 



4342 SALESPERSONS? MOTOR VEHICLES? MOBILE HOMES? AND SUPPLIES 

These people sell new or used vehicles? such as cars? trucks? or motorcycles. They also sell 
related accessories and eouipment* They sell these items to customers in a store or showroom. 
They ^reet customers and ask them the make? type and price ran^e of the vehicle they wish to 
see. They show vehicles or accessories to customers. They point ojut the features and prices 
of the items shown? and may take customers on rides to show them how vehicles handle. They 
also prepare sales slips or contracts? take payments and may arrange credit purchases. 

SAMPLE yORK ACTIVITIES 

- Sell new or used cars at a car adency 

- Explain featujfes of cars to customers 
^ Take customers on car rides to show them how cars operate 
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CoMPut^ and Quote sales prices 

Explain financing reoui regents and terms to customers , ^, 

Sell auto supplies and accessories such as tiresf batteries » seat covers? and headlights 

Read a catalofll to find the stock number of items 

Sell trailers? mobile homes? and truck campers to people 

Show customers how to use eouipment and furnishings 



HOURS OF UORK/TRAVEL 



- Some of these Jobs ma» require weekend and evening work or irregular hours* 



SAMPLE PLACES OF WORK 



- Automobile dealerships 

- Auto parts stores 

- Motorcycle shops and other recreation vehicle dealerships 

- Mobile home dealerships 

- Used car agencies 



4343 salespersons; musical INSTRUMENTS AND SUPPLIES 



These workers sell musical instruments and supplies? such as Pianos? organs? Guitars? drums? 
horns? music books? and record^ # Some sell these products to customers in a store* Others 
sell musical products for a manufacturer or distributor by calling on retail stores to take 
ordersf They show customers how instruments are played and explain the functions? and care of 
the instruments* They may help customers select sheet music or recordings* They prepare sales 
slips or contracts? and may take payments amd arrange deliveries. They also may wrap 
purchases? take inventory of stock? and order replacement products. 



SAMPLE WORK ACTIVITIES 

^ (p ■ • 

- Play instruments to show their tonal Qualities 

- Advise customers on the styles of or^an or piano that will best 3o with their other 
furnishings 

- Appraise used organs or pianos for trade-in allowances 

- Explain the functions? mechanisms? and care of musical instruments 

- Discuss the Quality of tone in instruments of different prices 

- Rent musical instruments to customers and prepare rental contracts 

- Sell phonograph records and tape recordings 

- Sell books and sheet music for instrumental and vocal Groups 



HOURS OF UORK/TRAVEL ^ 

- These Jobs may reouire evening or weekend work. Some Jobs may offer opportunity for part- 
time work. . J X .1 

- Some of these Jobs reouire travel in an assigned territory to call on businesses and retail 
stores. A few workers may travel to customers' homes to sell or demonstrate products on a 
sbop-at-home basis. 



SAMPLE PLACES OF WORK ^ 

- Retail stores that sell musical instruments and supplies 

- Record shops 

- Wholesale manufacturers and distributors of musical instruments and supplies 
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4344 SALESPERSONS? BOATS AND MARINE EQUIPMENT AND SUPPLIES 



ThP^P people sell boats and boating ectuipment and supplies for a manufacturer or distributor. 
Sfotravel an llsi^ned aria to call on retail store buyers. Others sell products to customers 
In Ules offi^f ihowroolt or store. They helP custo.ers decide what types of boats or 
louiPiInt to buy. They may show pictures of boats to customers or even take them on boat 
rides! They alsS fill out order forms. or sales sliPs, auote prices and credit terms, keeP 
sales records? and arrange for deliveries. 



SAMPLE WORK ACTIVITIES 

- Call on retail businesses to sell boatinS eauipment such as fixtures? puips? and motor parts 

- Show boats to customers on a sales floor , " . u * „„,,;,^,^„^* 

- Show Pictures and blueprints of boats to customers and explain how boating eauipment works 

- Advise boat owners on the selection of new eauipment 

- Take customers on a boat ride to show them how well the boat performs 

- Arrange for boats to be inspected and delivered 

- Prepare sales contracts for orders obtained 

- Keep sales records and expense accounts 

- Tell customers about prices and credit terms 

- Compile lists of possible new customers 

HOURS OF WORK/TRAVEL 

- Some of these workers travel over an assigned territory to call on businesses. Often, these 

workers set their own working hours. . , 7S-4n hmir unrP week. However, 

- SALESPERSONS who work in a store Generally have a standard 35 40 hour worK weeK. nowever, 
they may be reouired to work some during evenings and weekends. 

\ SAMPLE PLACES OF WORK 

- Retail companies that<"sell boats and marine eauipment and supplies 

- Boat manufacturers and distributors 



4345 salespersons; sporting goods 

These people sell sporting ^oods used for athletic activities. Some call on stores and other 

perform other related tasks. 
SAMPLE WORK ACTIVITIES 

- Sell toys, ^ames, and playground eauipment to retail stores in an assigned territory 

- sill teSnls rackets, ^olf clubs, and other sPorts items to customers xn the sPorts department 

- Advisf cliltomers on the tyPes of sportin^ eauipment that would be best for specific Purposes 

- Explain how to take care of sporting. eQUipment ,^ 

- Tell customers about Places for hunting, fishing, , or skiin^ 

- Prepare monthly reports that describe the types of ^oods sold 

- Arrange for the delivery of sporting ^oods to customers 

- Tell customers about Prices for items and credit terms 
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HOURS OF.yORK/TRAVEL 



Soiie of these workers travel over an assigned territory to c^H on businesses and other 
establishients* 

Often? these workers bbh set their own work hours* ... . .^^ . ^ ^ 

SALESPERSONS who work in stores usually have a standard work week? with soae weekend and 
evening work* 

SAHPLE PLACES OF WORK 

Wholesale coBpanies and outlets that sell or distribute sporting ^oods 

Sporting aoods shopsf department stores? toys shops? and other retail establishments 



4346 salespersons; 6ARHENTS AND TEXTILE PRODUCTS 

These workers sell clothing and accessories to customers in a store or showroom* They ^reet 
customers and help them select and try on Garments* They may measure customers? advise them on 
styles? and answer their Questions about the care and cost of Garments* They may su^^est aift 
items or sizes* They prepare sales slips and take payments or credit cards for purchases* 
They also may wrap purchases? take inventories of stock? and place new items on display* 



SAHPLE WORK ACTIVITIES 



- Observe people's a^e? coloring? figure? and shape of face to select Garments suitable for 
ihem 

- Heasure customers? usin^ a tape measure 

- Select Garments to fit customers 

- Advise customers try on Garments ,x \' 

- Fit Garments on customers and use Pins to mark necessary alterations 

- Estimate the cost of altering? remodeli^? or repairin^^arments 

- Answer Questions about the weave? washability? strength? or color fastness of various fabrics 

- Su^aest ^ift items or sizes of infants' clothes 

- Receive fur Garments for storage 

- Sell clothinS items such as* 

. Corsets? Girdles? and other coats 

foundation Garments • Neckties? shirts? belts? and other 
. Fur capes? coats? and stoles men's accessories , ^ 

* Infants' and children's clothing ♦ Women's coats? sportswear? dresses? 

• Hen's and boy's suits? trouser? and and fashion accessories 



HOURS OF WORK/TRAVEL 



- Hany retail clothing stores are open during eveninitfs and on Saturdays* SALESPERSONS may work 
during these times* They also may work on a part-time basis* These Jobs often offer 
opportunity for temporary work during busy shopping seasons? such as holidays* 

- A few of these SALESPERSONS may visit customers' hotfes by appointment to sell Garments on a 
shop-at-home basis* 



SAHPLE PLACE OF WORK 



- Department stores 

- Retail clothing stores 

- Specialty shops that sell clothing 



EMC 



17u 

152 



4347 SALESPERSONS? BOOKSi STAMPSi COINSi AND STATIONERY 



These workers sell booksi p?M3zinesf stanpsf coinsi stationerar ^reetin^ cards^ and related 
products in a store. They chow ite.s to customers and suaaest selections that Bi^ht meet their 
needs. They asy di-scuss the value of.itens with customers or help theft choose ^ift items. 
Thiy prepare sales slips and take payments for purchases. They may wraP purchases f .arrande 
product displays I and take inventory of stock. Some appraise (assign a value to) coins and 
stamps and buy them from collectors for resale. 

SAMPLE UORK ACTIVITIES 

- Sell books in a book store or department .store 

. Sua^est books for people to buy . Arrange books on shelves and racks 

. Review current literature! according to type» author* or subject 

publishers' catalogs* and book reviews matter 

- Sell stamps or coins to collectors 

. Locate stamps or coins described by appraise (assign a value to) or 

customers classify stamps or coins 

. Discuss the value of stamps with . Buy coins or stamps for resale 

customers • Take payments and make change 

.. Use a magnifier and catalog to . Set up coin displays 



HOURS OF MORK/TRAVEL 

Hany retail stores stay oPen Saturdays and evenings. SALESPERSONS at these stores !i.3y work 
durind these times. Some may work part-time. ^ 

SAHPLE PLACES OF WORK 

Retail stores? including* 

. Book stores 

, Stationary stores 

. Coin and stamp specialty shops 

. Department stores ' ' 



4348 salespersons; furniture and home furnishings 

People in these Jobs sell ^oods used in the home such as furniture/ floor coyerinds* Jrapesj 
Slass and chinaware* metalware, and related products. Some sell products by traveling to call 
on bSsinSses and industries. Others sell Soods to customers in a store or^ showroom. 

p 

SAMPLE WORK ACTIVITIES 

- Examine worn or damaged furniture and determine what kinds of repair are. needed 

- Qpt UP displays to show ^oods such as floor coverings* carpets* and ruSs . , _, ^ . * 

- Advise cittolers as tS the style, type, color, strength, and finish of household ^oods that 
will best serve their needs 

- Estimate the costs of 3oods and repairs 

- Prepare sales reports and expense accounts . 

- Handle customer complaints about the delivery of damaged or incorrect aoods 
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HOURS OF UORK/TRAVEL 



SoM Jobs reauire travel to call on businesses or industries or to *eet with custoaers in 



their ho«es , ._ 

Soae Jobs reauire lona or irreaular hours 
So»e Jobs reauire evening and weekend work 



SAHPLE PLACES OF UORK " 

Furniture wholesale and retail outlets 
Depart»ent stores 
Jewelry stores 



4351 .SALESPERSONS f SHOES 



These people fit and sell shoes, boots, 'and other footwear to customers in a store. They 
•easSre custo»ers' feet, select the desired style, color, and size shoes fro» stock on hand, 
and help ?SJtSIers try on -shoes.,. They also set up shoe displays,, advise .on styles, prepare 
I2ip5 sli?l, tike paySentsrand M^^^ or wrap shoes. Soiie also take inventory of shoes on 
hlid and o?der nl^ shols froi the stockrooi.. A few sell shoes to customers in their ho.es. 



SAHPLE WORK ACTIVITIES 

- Greet customers and find out what type of shoes they desire 

- Heasure customers' feet with a special foot-»easurina device 

- Look at shoes oft customers' feet to see if they fit correctly 

- iell*^rel3ted^products, such as handbaSs, hose, and shoe polish ^i,„„^ 

- D^al SStlines and take measurements of customers' feet to order custom-made shoes 

- Qoii rnrrprtive shoes to people who hsve foot i^Toblets ... * 

- Sad dSJtSrs' order? to determine the types of corrective shoes needed by customers 

V 

HOURS OF MORK/TRAVEL 

- .. ' 

- Most of these Jobs involve 3 standard ^5-40 hour work week. 

- So»e of these Jobs reouire evening or ntaht work* 

- So»e of these Jobs reouire weekend work A 

SAMPLE PLACES OF WORK ^ 

\ 

- Shoe stores 

- Wholesale and retail factory outlets 

^ Department stores that sell shoes . . 

- Spo^tiiSa aoods shops that have shoe departments 



4352 SALESPERSONS! RADIO, TELEVISION, HIGH FIDELITY AND HOUSEHOLD APPLIANCES 

People who work in these Jobs sell items such as radios, TV's, stereo eouipment, stoves, 
wlsheJsr dJSersJ vacuum cleaners, and sewina machines. Some travel to sell products to 
^ bSliJelUs orSndustries in a^a^^^ area. Others sell products to customers in a store or 
shliJow! This Ilso fill out sales sHps, arranae credit terms, display new products, and 
advise custoiers on the use and care of products. 

E^C ■ . ■ i« 172 . 



SAHPLE WORK ACTIVITIES 



- ^how custoMers how to thread 3nd sdJust sewinsi nschines and set mschines to sew various 
stitches J 

- Quote prices and credit terns and pvep&re sales contracts for radio and TV orders obtained 
froi dealers and c^jstoners v . 

- Jud^e the trade-in value of customers' us^d appliances 

- Show products in a catalog to customers 

- Prepare sales reports and expense accounts 

- Take inventories of stock on hand and order new stock fro* the stockroowi 

- Tell customers how to install new stereo eouipnent 



HOURS OF UORK/TRAVEL 



- Host of these Jobs involve a standard 35-40 hour work week 
" Some of these Jobs rectuire evening and weekend workt 

- Some "of these Jobs reouire travel over an assigned route. 



SAHPLE PLACES OF WORK 



- Wholesale and retail dealerships 

- Appliance stores - p 

- Radio and TV dealerships 

- Department stores 

- Discount stores 



4353 salespersons; HARDWARE 



These workers sell hardware and related iteiasf such as power toolsf handtools? paintsi harden 
suppliesf and electrical and plumbing supplies. They may sell products to customers in a 
storef or to businesses that use or resell such items* They show products to customers! advise 
them in making selections and on the uses of tools and materials. Those who dSU on businesses 
Quote prices and credit terms and prepare sales contracts and expense accounts* Those m 
stores prepare sales slips and take payments. They also may wrap purchases! arrange product 
displays? and take inventory of stock. 



SAHPLE WORK ACTIVITIES 



- Advise customers on the Quality of various types and brands of products 

- Show customers how to use hardwares tools 7 and eQuipment 

- Estimate the amount of paint required to cover a ^iven area 

- Advise customers on methods of mixing paint 

- Tell customers how to cut screensf ^lassf wiref or window shades to desired sizes or lengths 

- Advise customers on the selection of plants and methods of planting and carina for them 

- Su^^est darden tools suited for specific purposes 
~ Uater and trim ^rowin^ plants on sales floor 

- Take payments and make change 

- Set UP displays of merchandise 



HOURS OF WORK/TRAVEL 



- HARDWARE SALESPERSONS may work during evenings and weekends on Saturdays. Some work part 
time. 

- HARDWARE REPRESENTATIVES travel throughout an assigned territory to call on businesses and ^ 
take orders for products. 
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• PLACES OF UORK : 

- Retail sidresr includinsi hsrdware storest dreenhousesf harden supply shopsy and departnient 
stores • . 

- Hardware products manufacturers and distributors 



4354 salespersons; COSHETICSf TOILETRIESf AND ALLIED PRODUCTS 

These workers sell items such as makeupy perfumes^ soapsf face creams? and wi^s* The^ man sell 
these items to customers in a store or to stores or businesses that use or resell such 
products* The^ show products or samples to customersf point out features of articles? and 
advise on selections* They ciuote prices and Credit terms? prepare sales contracts or slips? 
and ma^ take payments* Those who travel to call on accounts keep business and expense records* 
Those who work in stores may arrange product displays? wrap purchases? and take inventory of 
stock* 



SAHPLE UORK ACTIVITIES 



Sell wi^s? fall^? and other hairpieces in a salon? department store? or speciality shop? or 
at customers' homes 



» Look at peoF'm' facial features to 

select wi^s toV them to^ try on 
• Fit wi^s on customers 
» Comb and brush wi^s to style them 
» Advise customers pn the care and 



hofitestylin^ of wi^s 
* Style wi^s and hairpieces for 

display purposes 
» Clean? cut? and style hairpieces for 

customers 



Sell cosmetics? perfumes? soaps? face creams? and and other toilet items 



# Show customers how to apply various 

types of makeup 
» Explain the^ ^ood points of various 

products 



* Su^^est shades or types of makeup to 
suit customers' complexions 

* Uei^h and mix face powders to obtain 
desired shades? usin^ a formula 



HOURS OF WORK/TRAVEL 

These SALESPERSONS may work during evenings? weekends? and some holidays* They ffiay also work 
part time* 

Some Jobs involve trav^lin^ throusihout an assislned territory to call on and sell products to 
business accounts or to sell products to customers in their hoRies 

SAHPLE PLACES OF UORK 

Retail stores? including department stores? drusi stores? and specialty stores 
Stores that sell wi^s and hairpieces 
Cosmetic manufacturers and distributors 



4356 SALESPERSONS! JEWELRY AND RELATED PRODUCTS 



These people sell Jewelry? iltms? watches? and other similar items* Some travel over an 
assigned area to sell products to business and industrial firms* Others sell products to 
customers in a store or showroom* They point out the different features of Jewelry to 
customers? Quote Pfices and credit terms? and prepare sales contracts or slips* Those who 
travel often carry catalogs or sample cases so that they can show .products* In stores they nay 
take payments or s^et credit approved for purchases* 
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SAHPLE yORK ACTIVITIES 



./ 



- Advise customers on the ouslityF cut> and value of Jewelry and ^eriis 

- Inform customers of the different trades of watch ftovements 

- Su^^est designs for custoft Jewelry , ;4 ^ 

- Travel to a custoifier's place of business to sell Jewelry itef?is and watches 

- Talk with customers on a sales floor or by phone to take orders for jewelry items 

- Show custpmers samples of Jewelry products . ^ . . 
Inform customers of the dates Jewelry orders will be delivered 

- Prepare reports that describe the number and amounts of sales 

- Place new'Jewelry items on display in a store or showroom 

- Fill out 4al^s slips and take payments for products 

HOURS OF UrK/TRAVEL 

- Some of these Joljs reouire travel over an assigned area to call on business and industrial 

firms. . / ^ I 

- Some of these Jos may reauire some evening and weekend worK. 

SAHPLE PLACtS OF WORK 

- Jewelry manufacturers and distributors 

- Watch manufacturers and distributors 

- D^plrtment^stores and other retail trade stores that sell Jewelry and related products 



4359 salespersons; N.E.C. ^ 

People in these Jobs sell products in specialty shops, department stores, or wholesale o'Jtlets. 
They %reet custo^^ and find out the type and arjtounts of ^oods they desire. They su^^^st 
iplpctionl, and point oursellin^ points of articles. They also may explain how to use or care 
for prodSctsf They pre^^^ slips and take payments or process credit, cards for itenis 

JSJchaSr They al^ on display, wraP Purchases, and take inventory of stock. 



SAMPLE WORK ACTIVITIES 



Sell flowersi potted plants, and floral pieces 

• Advise customers on flowers and 
arrangements to use for specific 
occasions ^ ^, 

. Arrange displays of flowers and 
vases 



"• Contact florists in other 

communities to place orders for 
out-of-town deliveries 
» Design and make up corsages and 
wreaths 



Sell yard ^oods made from cotton, wool, and other fibers 



. Unroll bolts of cloth to show 

fabrics to customers 
f Advise customers on ^he type and 

amount of material required to make 

i^arments and drapes 

• D|^scuss the weave, texture, color, 

- Sell hearing aids to customers in a store 

• Test customers' hearing, usin^ an 
audiometer ^ 

♦ Show customers how to use hearing 
aids 

♦ Fit hearing aids tb customers 
Q - Sell pets and pet accessories 

ERIC 



and washability of fabrics 
. Sus^est colors that ^o well together 
• Heasure and cut fabric, usin^ 

scissors and 3 yardstick 
» Sell dress patterns, needles, 

threads, and other sewing accessories 



J.7;j 



157 



• Advise custoMrs on the care* 
training? feeding? and living habits 
of pets 



as aGuariufi purips and filters 

♦ Feed and water pets 

* Clean cai^es and tanks 



• Explain the use of eouiPiientf such 
Sell photographic and optical eQuApientf such as caterasi projectors? f iliiif and binoculars 

• Show customers how to use^ 
photographic eouipiient 

• Explain the uses of various cameras* 
filters? and lenses t 

» Receive filn for processing 

Sell toy trains and accessories? such as tracks? batteries? tunnels? and signal lights 
Sell paintings? art materials? and picture frames u ♦ 

SelJLjierchandise in iiany departments in s store? on an as-needed basis 



HOURS OF UORK TRAVEL 



Many SALESPERSONS work on Saturdays* Some may work evenings as welL 
These Jobs Generally offer opportunity fp^r^art-time work* 



SAMPLE PLACES OF WORK 



- Retail stores? including? 

» Curio shops 

» Department stores 

» Flower shops 

* Hearing aid shops 

» Ice plants 



Pet shops 
Photography shops 
Toy shops 
T 



436 SALES OCCUPATIONS! OTHER 

Workers in these occupations sell products to customers* They may work in departsient stores? 
businesses that offer services^ or, as street ypndorse Some sell products from a cart or truck 
while others sell door-to-door* ' They maw hel> customers select aoods or simi^l^ receive money 
for aoods or services selected* Some plerks make out receipts for floods sold or received for 
\servicina* They may operate cash registers or keep records* They may check and stock shelves? 
packaSe purchases? or take invent<?ry* 



4362 SALES CLERKS 



SALES CLERKS sell a variety of products to customers in such places as department stores? 
drugstores? hardware stores? andi Grocery stores* They show items to customers and help them 
decide what to buy* They also do such things as stock shelves withc^^oods? wrap and package 
customers' purchases? take payments for aoods? make change? and keep records of S3les> 



SAMPLE WORK ACTIVITIES / . - 

- Show products to customers in a drugstore? candy store? or liauor store? or sorae other shop 

- Stock counters? shelves? and fables with aoods that are for sals^ 

- Use a cash register or adding machine to total the^^costs of ^oods 

- Collect sales tax on Sloods 

- Direct customers to 3 fitting or dressing room or to a cashier 

- Stamp? markfor taa Prices on dopds 

- Show frustomers floods ^in a cataloii ^ , ^ ^ . 
W^i^h food items to figure out how much to charge for them . ■ 

in bass? wrappers? or cartons 



O Pick items that customers buy 
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Clean displ3y casesf shelves^V and counters 

HOURS W WORK/TRAVEL 

Hany of these Jobs reagire weekend wdrk* 

Softe of these Uobs reauire evening/and ni^ht work* 

Sojue of tfiese Joljs allow for par^time work* ' 

SAMPLE^ PtACES OF WORK 

Departnent storey 
Hardware stores 
Candy and bakery shops 
Self-service food stores 
LiQUor stores ^ 
Grocery markets ' . 
• Trading staup r^emption centers / . 

Any re^tail stor.e 



4363 CpUNTER^CLERKS 



^rtLrrS=r.f i'; "i^^^ o±r?ir -"-"K4"%?F'I'1S 

lr.A Ita thi; Thpy alio collect payiierils for service^ and may Keep records of. cash 
l^eceifii and ^S'rlicles re^liSed and deliS^red. In' s^«.e Jobs, workers .ay have other duties in 
addition to those described above. ^ I 



SAMPLE WORK ACTIVITIES 

- Use an addinS fcachine to total the cost of dry cleaning (^usto*ers' laundry 

- Keep records of aarments left by customers x^i^w^^h L occarfoc 

- Receive* type» rout?» and collect payments for telegraph nessa^es 

- Cash iBonea orders for customers ^ . . , ; 
■• Rent cars to customers at aa airport or hotel 

- Quote prices for car rerftalsfxbased on per-day and per-mile ralet, 

- Complete rental contract formsNand 3et custoraers to si^i thea 

- Receive clocks and watches to see what repairs are needed 

- Examine broken watches to see what repairs 'are needed 

- Estimate the cost of repairing a clock . ^♦„„,w„ 

• owners .j , , " 

- Measure ru^s received for cleanin* ... u u i. i j 

- Jai ruas so that workers will know how ti^ey.should be cleaned . 

- Tell customers when cleaning or repair s*rvices will be completed 

- Prepare 'Work tickets for articles t.o be cleaned or repaired , „ 

- wJiSh soiled laundry items to figure .out the fiaount to charge for cleaning then. 



HOURS OF UQRK/TRAVEL 
i- Bote of these Jobs nay reauire eveniniS and/or weekend worki 

SAMPLE PLACES OF UORK * ' ^, ' 



O - taiundry and dry-cleaning stores 
ERJC - Self-service laundries 
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-Telegraph companies 
-**^C3r rental companies 

• Retail trade stores that offer repair services 

StQfdde companies 
- Repair shops 



y ' 4364 CASHIERS 

CASHIERS handle payments from customers for businesses! Most CASHIERS receive noneyf make 
change? fill out charge forms? and 3ive receiptsi They. also may sell tickets or aoodsir .add up 
the cost of purchases? and operate several types .-of machinesi A ^rowina number of them use 
electronic reslisters that automatically add in taxes^ahd reccrrd inventory numbers and other 
information* Some use adding machines or chande-dispensma- machines • 

SAMPLE WORK ACTIVITIES 

- Take orders and receive payments for food and drinks 

- Receive cash and checks from customers in persoh or by mail 

- Use a charge Plate to prepare credit card slips for customers to si^n 

- Count money to make sure the amount is correct 

- Give out receipts for payments made by customers ; • 

- Make chaniie and cash checks ^ x 

- Record the amount of money received and paid out ... .x- u- 

- 0Pe?3te of ffce m^^^^ as calculatinSi bookkeeping? and check-writina machines 

- Sell travelers checks' in a bank 

- Pay purses (winpiriSs) to owners of winning race horses ^ . 

- Use an adding machine to add up the costs of aoods bought by customers 

- Record the amount of sales on a cash register , , ^ ^ , 

- Compare the amount of cash received in a day with thp recorded amount of cash sales 

- Pay off bets placed by patrons of a ^amblina establishment u n *' 

- Cash checks? prepare money orders? and take payments' for utilitift bills ^. . „ 

- Take money* from truck drivers and aive them receipts for c#5h collected oh shipment? 

- Collect tolls charged for the use of a bridge.? highway? pr tunnel 

- Count? sort? and issue money at a racetrack ' 

- Sell tickets for travel on a ferryboat? streetcar? or bus 

- Sell tickets at a skatinsi rink? or amusement park 

HOURS OF MORK/TRAVEL 

- Depending uFon the Job» some CASHIERS nau be renuired to work durina , evenings and on 
eekends. Many of these Jobs offer opportunita for part-tifte wor!«.. 
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SAMPLE PLACES OF WORK 



Depl?t«nt^str4°^dr.!:ast^^^ hardware stores, furniture- stores, and other kinds 

of retail stores 

Restaurants and cafeterias ^ 
Theaters and^notels^ 

Federal ^Sovernment?.^ primarjily in the Department of Defense? in clubs? cafeterias? and 

Amusfmeni parksJ^basebalPparksr racetracks? aamblina houses? and other entertainment centers 

Banks and other f'iTf^ncial institutions 

Public utilities < \ ■ 

Transportation companies; f> \ 

' Any business o ^ 
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4365 NEUS VENDORS 



I 



NEUS VENDORS sell newspapers • Sone sell newspapers to custofiiers on the street or from 
newspsper stands* Others sell and deliver newspapers door-^to-door alon^ an assigned route or 
in a neighborhood. These workers »ay walk or ride a bicycle to deliver newspapers* They 
collect payments for newspapers and return change* Sone also Keep records of custoner 
accounts* ^ 



SAHPLE UORK ACTIVITIES 



- Sell newspapers to custoiiers on the street 

- Deliver newspapers to people's homes 

- Collect »oney for newspapers t|iat are sold and t^eturn correct change to customers 

- Buy newspapers at wholesale price" and sell theiri to customers at retail price 

- Walk or ride a bicycle to deliver newspapers 

- Keep records of accounts 

- Contact people and try to sell them newspaper delivery subscriptions 



HOURS OF UORK/TRAVEL 

~ Many of these Jobs, require early iiiornin^f evening? or ni^ht work* 
- Hany of these Jobs require weekend and holiday work* 



SAHPLE PLACES OF WORK 

- Newspaper companies 
' ^ - Newspaper stands 

- As an independent vendor or newspaper carrier 



4366 STREET* VENDORS! DOOR-TO-DOOR SALESUORKERSr AND RELATED OCCUPATIONS 



People in these Jobs sell products in Places other than stores* For examplef so»e sel^ various 
items to Quests at hone parties? magazines? booksf or cosneticsf from door to door? flowers .to 
ships' ^ passengers or candy and cigars to hotel or nightclub Quests? fruits f vete^ablesf or ice 
cream from a cart or truck? refreshments at sPorts events and parades* These workers take 
payments and make change* Some take orders and deliver products* 



SAHPLE WORK ACTIVITIES 



Arrange the date? time? and number of Quests for a sales party in someone's home 

Show and sell products to quests in a home \ 

Go from door to door in a neighborhood to sell books? brusf^Sf or make-up 

Tell people about the ^ood Qualities of products 

Deliver productsr colecct money f and make change n 

Hake leis (wreaths of flowers) and sell them to people on a ship or at a dance 

Walk amon^d sluests in a ni^hclub to sell cigarettes or flowers 

Sell sandwichesf candy f and drinks to passengers in a railroad car 

Push a cart alonsi streets to sell fruits? flowersf or ice creaia 

Call out food items for sale at a ballSame 

Plan and conduct a fund-raisin^ program for a charity 

Write to people to ask them to ^ive money for a. charity or some other caUse 
Phone businesses to ask that employees donate blood for a blood bank 
Call people to explain services or products that are for sale 
Use a prepared sales talk to try to persuade people to buy products 
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HOURS OF UORK/TRAVEL 



- Hbuh of these Jobs reouire work during evenings and on weekends* 
* Hanvi people in these Jobs work part ti^e* 



SM1PLE PLACES OF MORK 



- Coipanies that hire workers to sell products at people's ho»es 

- Haiazine coBPanies i 

- Encii^clopedia companies 

- Brush and cosaetic coRPdnies 
* Railroad coapanies 

- Hotels and nightclubs ^ 

- CharitiJ organizations 

- Ice crean companies ' , i 

- For yourself f as an independent/ salesperson or vendor 



4367 SALESPERSON^ PARTS 

Peopl? in these Jobs work behind counters in repair shops or Parts stores* They sell spare or 
replaceaent parts for such iteas as appliances? raachinesf and eouipaent* They also do such 
things as prepare sales slips? receive payments? and keep records of the parts kept in stock* 



8AHPLE UORK ACTIVITIES 



- Look at broken parts to determine the maker year» and type of replacement part needed 

- Read parts cati^loss to find the stock number and price of parts 

- Write parts needed on an order form 

- Sell parts to customers? collect .money? and return change 

- Look at returned parts to see if they can be exchanged 

- Order parts from a catalog when they are out of stock 

- Keep records of sales and exchansles of parts 

- Mark and store parts in the stockroom ^ ^ 

-Use a parts and labor price list to figure out how lauch it will cost to repair appliances? 
machines* and other eouipment 



HOURS OF UORK/TRAVEL 



- Most of these Jobs involve a 35-40 hour work week* 

* Some of these Jobs may reouire weekend and/or evening work* 



SAMPLE PLACES OF WORK 



- Automobile repair shops 

- Parts or eauipment stores 

- Motorcycle repair shops 

- Parts departments in discount or department stores 

- Appliance stores and repair shops 
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4369 SALES OCCUPATIONS? SERVICES^ N,E»C. 

People in these Jobs sell or rent out specially products or sell special services. SoRe sell 
iteis such 3S cenetery plotsf season tickets? special courses? or custoin-roade niovies. Sone 
rent out bicyclesi boatsr fishing eouipnentr cars? tools? clothing? or TV sets i They laay sell 
ite^s 3t a store or counter? or by phoning? writing to? or visiting potential cystoiners. Tney 
explain the products or services available? Quote prices? take orders? and fill out sales 
contracts or rental forwst They also compute fees and accept payiaents. 

SAMPLE WORK ACTIVITIES 

- Contact businesses to sell movies or recordings designed to inforf?j people about ^oods? 
services? or procedures 

- Contact people to encourage thew to enroll in a technical? industrial? or commercial school 

- Telephone? visit? or write to people to persuade them to buy season tickets to sports or 
cultural events x j- 

- Sell danciniS instructions to patrons at a dance studio 

- Sell burial needs? such as cemetery plots? crypts? and^rave markers 

- Rent formal clothes or ^costumes to customers 

- Rent tools and eouipment to customers 

- Charter or rent airplanes to licensed pilots 

- Rent baby strollers and wheelchairs in shopping or amusement ar^eas 

- Rent bicycles to patrons at a beach or resort? 

- Rent canoes? motorboats? rowboats? and fishing eQuipmenl 

- Rent TV sets to hospital patients , 

- Rent trailers? trucks? and other power-driven eouipment to customers 

HOURS OF UORK/TRAVEL 

- Hany of these Jobs reouire some weekend work. ^ ^ . x i i 

- Some of these Jobs reouire travel to people's homes or places of business to promote the sale 
of ^oods or services. However? much of the type of work is usually done by phone. 

SAMPLE PLACES OF WORK 

- Companies that sell custom-made movies and other audio-visual products and services 

- Vocational? technical? and commerical schools 

- Groups that sponsor theater? sports? or cultural events 

- Car-rental firms , j x j 

- Shops that seJl or rent formal clothing? such as ^owns and tuxedos 

- Funeral parlors and cemeteries . x -i ^ i 

- Businesses that make arid sell burial materials? such as monuments and ^rave markers 

- Stores that rent out tools ar^d eouipment to customers . . . . ... , ' 

- Companies that rent out wheelchairs? baby strollers? and similar equipment at public places 

- Bicycle-rental shops and counters . l. 

- Boat-rental firms? including those at parks and beaches 

- TV-rent'al counters at hospitals 

- Automatic car washes 



44 SALES RELATED OCCUPATIONS 

These workers perform such sales-related tasks as determining the value of ^oods for pawnin^j- 
sales? or insurance purposes. They may work as appraisers? auctioneers? or comparison 
shoppers. Others may collect past-due accounts? demonstrate products? Eiodel for 
advertisements? take meaurements for draperies or other custom ^oods? or provide other sales 
support services* 
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444 APPRAISERS AND RELATED OCCUPATIONS 



Peo>>le in these Jobs exanine objects to deteriiine how auch they are worth* The objects they 
dpprsise include Jewelry? cdnerasf nschineryf works of arti and indny other iterast Sone 
estiMte the value of articles to be pawned? insured? or sold» Others inspect psintin^sy 
snticiuesy and other works of art to see if they are authentic and to assign values to then* 
APPRAISERS »ay wei^h ite»sy inspect theft with na^nifyin^ ^lassesi or use chemical tests in 
deciding the value of objects* 



SAMPLE WORK ACTIVITIES 



- Uei^h ^old oi^ silver articles on coin scales to see how auch they are worth 

- Test ^old objects y usind acids y to see how pure the ^old is 

- Inspect diamonds and other ^ens for flaws and colory usin^ a loupe (na^nifyin^ ^lass) 

- Asi^i^n plediie values to articles based on listings of wholesale prices 

- Refuse to accept ite»s for pawninaf that have no pledge value 

- ^ell pledifed (pawned) ite»s that owners have not claimed on time 

- Appraise Machinery that belonged to a bankrupt firn 

- Estimate the value of property to be held as security for bank loans 

- Prepare reports for insurance coRpanies that describe the condition and value of property to 
be insured 

- Examine paintings for color values and style of brushstrokes 
Jud^e the value of antiQues and sculptures 



HOURS OF WORK/TRAVEL 



NO INFORMATION 



SAMPLE PLACES OF WORK 



- Insurance co»panies 

- Banks and other lending institutions 

- Pawnshops 

- Auction houses 

- Private appraisal fins 

- Art ftuseufts 

For yourself y as an independent appraiser 



People in these Jobs work to create buying interest on the part of the public* They do this in 
a nuftber of ways* Softe deftonstrate and answer auestions about merchandise in a store* Others 
Rodel clothesy pose for advertising picturesy or visit people to persuade them to Join a club 
or buy a store's products or services* Duties may ran^e from prot&otxn^ a store's sales by 
playing Santa Claus to escorting potential buyers of real estate on tjurs of property i Uorkers 
also May sell the products or services they promote* 



SAMPLE WORK ACTIVITIES 



" Promote Goodwill for local business firms 

- Develop lists of possible clients from sources such as newspaper itemsi utility recordsy and 
local merchants 

- Visit new residents^ new parentst and newly married couples to explain the services offered 
by local mercj^ants 

- Visit or contact people to persuade them to Join a club or trade association 

- Display products and explain their features 

- Show customers how products art usedt producedy or maintained 

Visit schools and community sBroups to demonstrate the use and care of home appliances 

- Attend exhibits to answer visitiors' autstionsy and explain the exhibits* 
O Show cuttomtrs in a store how to operate sewing machines 



445 DEMONSTRATORS y PROMOTERS 9 m MODELS 
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- Escort possible reel estate b'uaers on tours of property . * ^ i 

- Hodel aarments, such as dresses, coats, underclothing, and swimwearr^Jpr aaraent designers 

- Play a character sGch as Santa Claus or Snow White to ProBOte sales' activity in a store 

- Pose for Pictures to be used in ads 

HOURS OF UORK/TRAVEL 

- The work hours of these workers vary, Soae Jobs nay reciuire evening and/or weekend work. 

- Sole of these Jobs reouire travel to call on Potential customers, pose for Pictures, attend 
exhibits, or model clothing* . 

SAMPLE PLACES OF WORK 

c 

' r " 

- Civic and other organizations 

-Fashion houses " , . . , , *• : 

- For yourself, as an independently employed model or sales promotion aaent 

- Product manufacturers 

- Retail stores 

- Sales promotion agencies 

- Utility companies 



446 SHOPPERS 

SHOPPERS visit or contact stores to buy or father information about products .for customers or a 
store. Some select and buy items for customers as reciuested by mail or phone. , Others phone 
lutn dealers to find Hypes of cars desired by customers. Still others, called COMPARISON 
shoppers! vitit stores to St information about the prices, P3ck3^in|, types, and styles, of 
loods in eSlpeti?.^ stores; This information helPS the companies they work for to set prices 
and buying policies. 



SAMPLE UORK ACTIVITIES 



Compare prices^and physical characteristics of ^oods in competing stores . 
Check out. customer complaints about the prices of items by ^oin^ to other stores to see what 

PreP3rrrepofts*^3bout the prices 3nd types of items thst h3ve been checked 
Buy items in different stores so they can be compared for duality . ^ 
wus xbcm^ , , i # ^^i^iiQi.* i corf opinoc anrf <;aip<; Qstes are C 



the same items cost there 
B reports about the 

in different stores so they can oe coiiiparea Tor ousiiT-y 

Check Sit^ store buyers to see vf 3dvertised prices 3nd S3les dstes 3re correctly described 

in ads 



HOURS OF UORK/TRAVEL 

Because evenings and Saturdays are important times for store sales, some SHOPPERS maa have to 
work during these times. 



SAMPLE PLACES OF MORK 



Department stores 
Clothing stores 
H3rdware stores 
Ret3il businesses 
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447 AtlCTIONEERS 



AUCTIONEERS ask pecw^le to bid for articles si sn 3uclion» and then sell each ilea to ^the 
hShesl bidder. Before an suction begins, they decide whst articles sre wo^^^^^nd/^^^f^gf .^^^^ 
according to their type or vslue* They »sy select srticles to be suctioned or let the bidders 
choose itens they wish to'bid on* They be^in the suction by sskin^ for s stsr^in^ bid. They 
suS describe the lierchsndise snd »sy tell the bidders sbout the history or ownership of iteas. 
They finslly sell esch iten to the highest bidder* 

SAHPLE MORK ACTIVITIES 

- Exs^ine srticles before ssle snd decide whst they sre worth 

- Assenble articles irTlotr^cordiri^ to their value 

- Select srticles to be suctioned . . .» x- 

- Decide how much noney to sks for ite»s ?i the be^innin^ of sn suction 

- Describe itens for sale snd tell bidders sbout their history 

- EncoursSe people to bid on srticles 

- Sell itens to the highest biclder , , ^ , ^. 

- Write newspsper ads to let the public know sbout suctions 

HOURS OF UORK/TRAVEL 

- AUCTIONEERS msy work st nights or on weekends. Their work hours nsy be irre^ulsr. 

- AUCTIONEERS must often trsvel to conduct suctions in nesrby cities and towns. 

V 

SAHPLE PLACES OF WORK 



- Auction compsoies 

- Wholessle and r-^iail companies 

- Real estate companies 

- For yourselfF as an independent auctioner 



449 SALES OCCUPATIONS} OTHERf N.E.C. 



These workers perfori tasJts to support the sales activities of a ousiness or firm. They en^a^e 
in va^iJSr activit^r^s^^^ as advising brides-to-be on the selection of clothing and china, 
rScordin^ bidl U an lucti^^^^ or neasurin^ People's windows for drspes. . Some wf^^^ ^i^l^'trSiri 
prices on^oo^^ or nske deliveries. Sofie sssist customers in trying on clothing or m trying 



on eyeglass frames. 



SAHPLE WORK ACTIVITIES 

- Advise wonen on how to plan their weddings 

. Coepile' lists of prospective brides . Advise brides on the selection of 

f ro» newspaper articles silverware patterns^ chmar and 

. Hail out ads that describe wedding catering services 

services o . 

- Call at customers' homes to take measurements for wairina, drapes snd upholstery 

. Drsw sketches of work to be done 
. Discuss the selection of fabric with 

custo»et*s . 
. Inform customers of msterisl and 
0 Isbor costs 

- Heasure and fit customers with eyeglass frames 



» Read prescriptions to obtain i^ns • Advise customers in choosing 

specifications eyeglass frames 

. Measure cgstoiiers for size of ^ » Adjust eyeglasses to fit custoR^rs 

eyeglass 

Deliver products and perforn other tasks for a retail store 

» Mark prices on articles and stack ' ^ 

then on counters 
f Collect Bioney from custoiRers 

♦ Sweep floors? run errands? and wait 
on custoner^ 

Gather and count Garments tried on by customers in a store 

• » Han^ laments on display racks? on Garments . 

according to size » Count the nuraber of Garments carried 

♦ Refasten belts? buttons? and zippers into and out of dressing rooas 



HOURS OF WORK/TRAVEL 

Many of these Jobs may require work during weekends* Soiae nay require evening work as well* 
Some of these Jobs reouire local travel to attend auctions? deliver purchases? or take 
■easurenents in customers' homes ♦ 

SAMPLE PLACES OF WORK 

Retail stores» including spetislty shops and depsrtaent stores 
Auction co»P3nies 

Any"business or Sroup that uses posters or bsnners to'sdvertise products or events 



iS'o 
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